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WHY 


NEVACLOG 


TAPLES? 


For O , Made for the Job 


rip Is of Firmer Construction ("educes Breakage). 


Use of NEYASCLOG Staples Sustains the Gua 


NEVACLOG Stapling Machines. 


They Give Constant a 
Stapling Satisfaction 


MODEL J-30 STAPLING PLIER $3.85 


A GOOD COMBINATION 
NEVA-CLOG STAPLING PLIERS—NEVA-CLOG STAPLES 


“‘The Machine of a Thousand Uses’’ to “‘Fasten Things Together’’ 


NEVA-CLOG PRODUCTS, INC. 
BRIDGEPORT, CONN. 
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NCE 
In puplicating quality an 


COUNTS 


d Economy 


For pre-eminently sharp, peautiful, economical duplicating use 


ATI 


NE ROLLS lg 


o Loose-end spindl e—a wide Visible condition-indieato’ 
| range of sizes to fit all makes e Continuous. one-piece backs of 
of duplicator: super-wear cloth 
te Year-round, All-Season” f{orm- Longer life—real. worthwhile 
ula. economy: 
Every Office 
Needs @ 
Duplicator 
“portable 
: The Compact Inexpensives 
, ‘— Versatile 
% COLUMBIA NO- 1 
: printing sheet surface up yn WA. Assurin€ 
a 7 Serves many of the functions of higher-price - Easy gperation-Contro! 
4 4 machines- Contains Columbia eall-season r : 
: 3 A reeminently SharPp- 
al a gelatine roll. . F 
4 , Beautiful Copies 
4sk your dealer oT the olumbia office near 
43 est you for information and prices- e Visible «Condition Indicator- 
° eee e Year-round “All Season” Formula. 


New York @ Kansas City, Mo- @ Chicago © Detroit © Milwaukee 
i Nashvill + Atlanta e Philadelphia 
Cincinnati (Harris-Moers Co.) @ Portland, Ore. 


Also: London, England; Sydney, Australia 


October, 1945 
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BY TRAIN 


BY PLANE 


BY SHIP 


BY BUS 


QUALITY PARK 


MAILING ENVELOPES 


DELIVER THE GOODS! gegx@ 


—} * : hae > e ty 
Mika ew; : - soem (ceed 


* EXTRA HEAVY 
MAILING ENVELOPES .... 


The finest mailing envelope you can sell. 
Made from 90 and 120 Ib. No. 1 Kraft, 
with double gummed flaps and wide 
seams. Available in seven sizes. 


* AIRWAY EXPRESS .... 


The safe transit envelope with double top 
and bottom, wide flaps, super gummed. 
Available in five sizes from 412 x 9% to 
6x 12. Recommend Airway Express and 
you recommend the best. 


For Quality Envelopes 
Buy Quality Park! GOOD NEWS 


Restrictions are off. 
We're on the job to 


QU YALU AT bY APIA RAK sii a 


ENVELOPE COMPANY * 


| Office and Factory Chicago Office and Warehouse 
Quatity Park 564 W. Monroe Street 


St. Paul 4, Minnescto = Chicago 6, Illinois 
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INKS 
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CORRECTION 


the NEW 
RE Db FEATHER 


FACT-O-SCOPE 


A new scientific development in the refraction of light, gives complete 
even diffusion and distribution of light over the entire working area. 


2. Positively cold illumination, with 100% more intensity of light. 


3. Clear Lucite light-table, built in sturdy olive green steel case; Compact, 
Light in weight, Unbreakable. 


4. Equipped with an attached drafting machine head, Plastic Tee square, 
adjustable horizontally and vertically. 


5. An inset drawer provides convenient storage space for Styli and Letter- 
ing Guides. 


6. It is a fact, Fact-o-Scope is in production and orders placed now will 
receive first attention and earliest shipment. 


Wire or write for details, today. 


- RED FEATHER PRODUCTS 


--s REDWOOD CITY + CALIFORNIA 


October, 1945 
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COMFORT MASTER, JR. 
Adjustable Office Chair 


in Aluminum 
No. 3257 


A NEW HIGH in office efficiency 


= the efficiency of your office with Goodform Adjustable 
Aluminum Chairs. There is a Goodform chair designed for each 
different office job . . . each chair adjustable to every individual's 
working comfort. ¢ These aluminum chairs provide the utmost in 
individualized, comfortable seating, cushioned in foam _ rubber, 
upholstered in a choice of coverings, lightweight and strong, with 
durable, sparkling finish. 

Available SOON at G-F Dealers and Branches. Write for catalog. 


THE GENERAL FIREPROOFING CO. 


YOUNGSTOWN 1, OHIO 


METAL DESKS=GOODFORM ALUMINUM CHAIRS—METAL FILING CABINETS—STEEL SHELVING—FILING SUPPLIES—STORAGE CABINETS 
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WE CANNOT 
HAND YOU... 


al the Convention thal Had ys te Fosfponed 


R the first time in many years, we cannot invite you 
to visit the Dennison Booth at the National Stationers 
Convention in October. The Convention has been post- 
poned. And this makes it impossible to hand you the 
traditional McIntosh Red Apples at the usual time. For 
the time being we shall have to put our greetings on 


paper, and look forward to a meeting in the near future. 

During the War period now ended, mutual cooperation has 
helped all of us through many difficult situations. Count on 
us to maintain that cooperation during the peaceful days to 
come. And expect from Dennison ample supplies of quality 
merchandise, new and old, as soon as conditions permit, 


How To Get Your Full Color Reproduction of This Print 


Just write to 


October, 1945 


We'll be glad to send you a handsome reproduction of the art print illustrated 
above, suitable for framing and display in your office, your store, or your home. 


Dennioon Manufacturing So, 


FRAMINGHAM, 
OFFICE MANAGEMENT AND EQUIPMENT 
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...for Every Office 


Waterman’s Inks are available in any size bottle 
you can think of—from gallons, quarts and pints 
to the individual 2 oz. Tip-Fill Bottles shown 
above. 


Waterman’s Inks are available for any purpose you 
can think of—from guarding your precious docu- 
ments and records, to handling your ordinary, rou- 
tine correspondence. 


The } 


Purpose 


And remember this: When you buy Waterman’s 
Inks, you’re buying the largest-selling ink in the 
world—the ink made to a 50 year old formula famous 
for smooth writing and safe pen protection. 


Ask your distributor for Waterman’s Inks. He can 
supply you with 8 great colors — including Blue 
Black and Permanent Black, the Inks that “last as 
long as the paper they're written on.” 


L. E. Waterman Co., 344 Hudson Street, New York 13, N. Y. 


Waterman's 


The Ink that’s right — on the Tip of Your Pen 
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Records Visualized at 


Vertical Filing Costs 


VIS-U-ALL 


“Y and E” offers you the fastest and most 


economical fact producing record file ever 


perfected—the “Y and E” Vis-U-All. 


This new “Y and E” method is an all-way 
visible plan for making records show the 
greatest number of facts, at a glance, with- 
out touching or removing a card or sheet. 


Most units are available for delivery now. 


VISIBILITY is the watch word of this new 


Era and applied to-office is no exception. 


Business records that visibly show trends 
and results from day to day—hour to hour 
are most vital to the new business tempo 


now rapidly getting under way. 


Write for complete information. Learn more 
about this unusual cost, labor and space 


saving device. 


YAWMAN-»»>? FRBE MFG.(. 


1045 JAY ST. ROCHESTER 3, N. Y. 
FOREMOST FOR MORE THAN SIXTY YEARS 


October, 1945 
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a tS 


Compact Light 
Portable Trays... 


25 inches long and 6 inches wide 
—Capacity 2464— Cards 6 inch- 
es wide—Visibility 1.2 inches— 
Collapsible sides to save space 
in Safe or Tub. 


Posting Stand and 
Portable Tray... 


Light rigid construction with 
caster bases—Portability easy 
and quiet—desk height, conven- 
ient for either hand or machine 
posting. 


Combination Desk 
with Tub extended... 


Tub capacity three trays— 
Tubs equipped with easy run- 
ning casters—easy portability 
to Posting Machine or for spec- 
ial consultation. Over-all di- 
mensions, 30x30x2914, 


Double Desk 
Two Tub Unit... 


Where more than the capacity 
of one tub is required, this unit 
provides a tub on either side of 
the operator with every card in 
easy reach and completely vis- 
ible. Desk provides wide space 
for posting and gives record 
protection when tubs are re- 
placed beneath. 
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Business— 


stul Reconversion 


American 


the theatre of Succes 


. » JASPER DESKS 


will play a major role in these plans! 


Every cut-back in industry shoulders business with new responsibilities . . . 
how to make full use of existing factory facilities that were previously 
geared to war. It goes without saying that American ingenuity will solve 
these problems but into their solution will go countless hours of diligent 
discussion and planning. Further we predict that JASPER DESKS will 
play an important role in many a “business huddle” because it’s a natural 
thing for an executive to hold these postwar conferences around his office 
desk where facts, records and figures are at his fingertips. For these reasons 


as well as many others, we are bending every effort towards turning out 
those JASPER DESKS so in demand. 


mmm THE JASPER DESK COMPANY 


JASPER, INDIANA 


MEMBER WOOD OFFICE FURNITURE INSTITUTE 
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Ernest Eagle is demonstrating one 


of VERITHIN’s amazing virtues: 
Records written with its insoluble lead 
won't smeat under perspiring hands 
. . won't run under accidental wetting 
. are as permanent as the paper! 


What's more, VERITHIN will take a 
needle point in any sharpener. . . 
hold that point under heavy pressure 
..-and make over 4,000 check marks 
before it needs resharpening! 


Treat yourself co a VERITHIN today, 
and discover how downright 
dependable a colored pencil can be. 
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‘ lad to send it, ' 

our compliments: ' 
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PERITHIN 


COLORED PENCILS 


EAGLE PENCIL COMPANY 
703 E. 13th ST., NEW YORK 9, N. Y. 


EAGLE PENCIL CO. of Canada, Ltd. Toronto 
OFFICE MANAGEMENT AND EQUIPMENT 


30 Vivid Colors 
734 White 
7342 light Grey 
7 Canary Yellow 
735% Lemon Yellow 
736 Yellow Ochre 
7362 Orange Ochre 
737 =Orange 
73772 Sea Green 
738 «=Green 
7382 light Green 
7 Dork Green 
7392 Olive Green 
- 740 = Ultramarine 
7402 Sky Blue 
741 = Indigo Blue 
741% Azure Blue 
742 Violet 
7422 lovender 
743 Pink 
743 Rose 
744 = Scorlet Red 
j 745 Carmine Red 
H 745% Terra Cotto 
7 746 Sienna Brown 
7462 Tuscan Red 


747 = Black 10¢ 

747%. Dark Grey 

748 Red and Blue EACH 
750 = Vermillion .. less in 
753 Silver quantities 
754 Gold 


Sheem-Eealed’ 


‘SUPER BONDED 


THANKS TO 
ERNEST EAGLE 


VERITHIN 
is A 
BETTER 
COLORED 
PENCIL 


* 


Then 
see the things that VERITHIN 
—and only VERITHIN—can 
do in your own hand. Pick a 
color, any color, and give it 
the works! Sharpen it to a 
needle point (you couldn’t 
crumble a VERITHIN point if 
you tried) and then just write. 
Notice how smooth it is, how 
rich and fine the lines are. 


Believe what you see? 


* 


Bear Down On It—put all 
your weight on a VERITHIN 
point and see how much pres- 
sure it takes before it will snap 


use in ordinary writing. 
* 


VERITHIN Leads Are Differ- 
ent. Thousands of tiny fibres 
interwoven in the colored lead 
make it flexible . . . super- 
resistant to cracking and crum- 
bling. All in all, VERITHIN 
IS SIMPLY A BETTER COL- 
ORED PENCIL! 


ERNEST EAGLE 
HAS AN OFFER 


Try one, free won't you? 
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RIBBONS ¢« CARBONS 
DUPLICATING SUPPLIES 


CLeansinG 
g CREAM — 


Ry 


2 : Le 
dD; oO fi 
Own, Town wits! ll 


MEST penrec’™ 


@ CARBON PAPER 

@ INKED RIBBONS 

@ DUPLICATING CARBONS 

@ MASTER UNITS 

@ DUPLIFORMS 

@ DUPLICATING PAPERS 

@ CARBON ROLLS 

@ CARBON RIBBONS 

@ HAND CLEANSING 
CREAM 


RIBBON & CARBON CO. inc. 
Foremost Mokers of Ribbons and Corbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 
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NASCON OFFERS DISTINCTIVE HOLIDAY GIFTS 


‘oF 
Illustrated on this page are but a few of the attrac- —— ans see SS a 
tive numbers in the Nascon Line whose exclusive styl- oy yas ——— 
ing, quality and high utility value assure them of last- ; ae ; 
= ing appreciation and constant use throughout the ies Cae. i. 4 * 
year. Order from your local stationer today for pre- 4 ; 
holiday delivery. ‘sl 


AT-A-GLANCE Ries 
Products : Peas 


REG US PAT OFF 


A. NASCON DATES TO BE REMEMBERED—De- 
signed for the recording of birthdays, anniversaries 
and other important dates to be remembered (Per- 
petual form). 


B. NASCON ADDRESS AND MEMO—A beauti- eels: ee 
fully designed, highly practical desk piece that in- t+ ==. 
cludes a wire-o bound alphabetical index for ad- ’ SSS | 

dresses and teleph bers and a refillable per- A = 7 
forated memo pad. “ —<—$—$=—=—<— ———J 


‘ 
‘_aeee? 


C. NASCON DUODEX—A unique vest pocket or . 
’ purse size piece that includes a wire-o bound, alpha- 
betical address section, a perforated memo pad, 
and a pocket for calling cards. 
* 


D. NASCON WEEK-AT-A-GLANCE—Provides for a 
week's appointments and memoranda at a glance, 
current and following month's calendars always in 
view, a complete three year calendar and an alpha- 
betical index for addresses and telephone numbers. 
Available in desk and pocket sizes in a variety of 
distinctive bindings. 


, NASCON SALES CORPORATION 
&§ 60 EAST 42ND STREET, NEW YORK 17, N. Y. 
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e@ Why, that’s easy, ma’m! It’s the All-Steel-Equip 
Company. They make the line of files that are known 
from coast to coast for durability, smart appearance 


and improved features. 


A-S-E’s the luxury line of files with smooth-action 
drawers, smooth-locking mechanism, rugged, heavy- 
weight steel construction, trouble-free follower . . . and 
extra filing capacity—actually 2612 inches of 
clear filing space! 


Don’t delay—write today . . . let us tell you 
more about A-S-E Aurora Files—it’s the line 
that is backed by more than 33 years of 


e . * e We also manufacture 
engineering experience in the a complete line of steel 
storage and wardrobe 
cabinets. Write today 


for full information. 


production of precision products! 


ALL-STEEL-EQUIP COMPANY, INC. 


300 Cleveland Avenue, Aurora, Illinois 
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The man who freed the white slaves 


ROAD frontiers can make a 

nation great . . . only while the 
pioneer spirit motivates that nation’s 
men. Consider, for example, the 
Louisiana Purchase and Cyrus Hall 
McCormick. 


That vast tract between the Rockies 
and the Mississipp1 had been American 
soil for 28 years when McCormick 
made his first reaper. The reaper, not 
the rifle, doomed the buffalo and the 
Sioux . . . wrote the destiny of Kansas, 
Minnesota, the Dakotas. 


This land 


October, 1945 
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was to become the granary of the 
western world. 


Look again at McCormick, for he was 
more than an inventor. When his base 
patents expired in 1851, a host of 
imitators arose. He beat them by pio- 
neering in product engineering, indus- 
trial management, and salesmanship. 
If you are reading these words in a 
comfortable office, thank McCormick. 
But for him and his pioneer breed, 
two men in three would be slaves of 
the soil — fighting hunger: with the 
primitive tools of a past century. And 
America, with all her natural wealth, 
might today be the prey of the earth's 
ant-hill nations. 


Tomorrow and tomorrow and tomor- 
row, America’s greatness lies in her 
men of free, pioneer vision and 
energy — seeking their reward not in 
political power but from the economic 
success of their dreams. 
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The war is over! Gunn is retooling 
and reconverting —a process that 
takes time. Shortly after the first of 
the year, however, we hope to show 
you the work of Gunn engineers and 
designers _. pioneer concepts in office 
appointments that will a the 
efficiency of the American business 


GUNN 
Frtnite 


PIONEERS IN FINE OFFICE 
APPOINTMENTS FOR OVER 
HALF A CENTURY 


GRAND RAPIDS 
Mic#HtIGAN 
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Ready 


BROWNE-MORSE 


STEEL FILES 


Better-than-ever Browne-Morse quality, mass produced 
with modern facilities. This new Browne-Morse file is 
designed to fit the spirit with which American business 
faces the development of peacetime markets. Sturdy, 
rigid, long lived and dependable, with a smooth, easy 
draw action that simply breezes open and shut. Its 
quality surpasses the expectation of users and dealers — 
for office equipment designed and built to meet the de- 
mand of the forward looking business man. Check the 
features of construction and operation listed below which 
make this Browne-Morse file the best engineered in its 
price range today. 


Write for complete data on Browne-Morse en- 
gineering service ... helps you build efficiency 
into your office operations, 


Reinforced, heavy-duty, one-piece ex- Patented extensil ms and channels _Jam-proof, ag Hg positive -acting 
tension arms with five hardened rollers, permit inserts to be made in a few ollower block helps keep files rigi 
roller bearing equipped for a positive minutes. All-welded steel frame creates _— at attention at all times. A light pe 


free-floating action. Extension arm is a solid, rigid unit. Positive action on yo Se lock releases the block 


ribbed, providing a minimum ee drawer — drawers easily taken out — for qu 
surface for frictionless opening or put back. Automatic locks can drawer con 
closing. installed in : pas 


ARCHITECTS OF EFFICIENCY FOR AMERICA'S OFFICE 


MUSKEGON Browne-Mborse MICHIGAN 


For over 37 years, manufacturers of high quality 
files, desks, chairs, filing supplies, safes, special counters, cabinets and office forms 
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WERE 1S OUR ADVERTISEMENT IN THE 


SATURDAY EVENING 
Oct. 6 POST Oct. 6 


it marks many years Continuous Advertising in Sat- 
rday Evening Post, Collier's, This Week, American 
eekly and Life. 

Sky-Rite Advertising is also in Ladies’ Home 

ral and Good Housekeeping. 

Our famous “PERSONAL” copy signed by 
unt Emma is running in Newspapers from 
st to Coast. Thousands are writing Aunt 
ma for Samples of Genuine Sky-Rite. 
Sky-Rite Lightweight Stationery is 
lways fn Trade Papers—Covers and 

ll pages predominate. 


MILLION READERS A MONTH 
re reading the Sky-Rite message— 
Modern Trend is toward the 
of Lightweight Stationery— 
All correspondence. Plane 
train or mule back.” 
DISTRIBUTORS COAST TO COAST 
SKY-RITE 


74 Varick Street 
New York #3, N.Y. 


Fe 
aency Paper Co. 
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LEADS 


For remarkably smooth, easy writ- 
ing use“‘Autopoint” leads. Available 
in “Real Thin”, Standard and Thick 
sizes, in different degrees of hard- 
ness; also in colored, copying and 
indelible. 


TRADE 


| PENCILS ARE BACK! 


MARK 


Now we can again supply you with 
“Autopoint” pencils in certain models. 
During the war years most of our produc- 
tion facilities were devoted to war work. 
It was our policy, however, to continue 
our national advertising in leading 
weekly magazines that reach millions. 
Because of this policy there is a tremendous 
pent-up demand for “Autopoint” pencils. 


NO OTHER PENCIL HAS 
ALL THESE ADVANTAGES 


@ GRIP-TITE TIP—This amazing, exclusive 

feature holds leads firmly down to the 
last ¥g inch. Makes it impossible for leads to 
wobble, turn or fall out. 


@ BREECH LOADER — Leads are loaded from 

the rear. The plunger feeds the lead as 
needed. The Grip-Tite tip assures smooth, 
even writing. 


CAN'T CLOG—No clogging or jamming 

of leads when you use an “Autopoint” 
pencil. The simple, foolproof mechanism gives 
unfailing service. 


THE CHOICE OF BIG 
BUSINESS ORGANIZATIONS 


In business organizations, where trouble-free 
writing is an absolute necessity, ‘“Autopoint” 
pencils have been the choice for many years. 
These firms have found it pays to equip their 
employees with “Autopoint” pencils. Time is 
saved. Efficiency is increased. And year round 
pencil costs are reduced. 

It will pay you to investigate. Write us for 
complete details. 


TRADE MARK 


BETTER PENCILS 


AUTOPOINT COMPANY ~ 1801 FOSTER AVE., CHICAGO 40, ILL 


October, 1945 
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OTHER ibocopy PRODUCTS 


Autocopy Spirit and Hecto- 
graph Carbon Paper. Avail- 
able in purple, blue, green or 
red; soft, medium or hard 
finishes. 

* 
Autocopy Master Sets 
(Plain). For all spirit dupli- 
cators. 

* 
Autocopy Ribbons, made 
of the finest cloth, in semi or 
full inkings. Colors: Purple, 
Purple and Red. Copying and 
in combination with Record 
Inking or special purposes. 


WRITE FOR LITERATURE 
AND PRICES. 


IN 30 SECONDS... AUTOCOPY CLEANSING CREAM 
Removes Hours of ‘‘Copy Machine Stain’* From Hands! 


The most frequent complaint of copy machine operators—stained 
hands—is simple to eliminate. For in only 30 seconds, Autocopy 
Cleansing Cream removes the stain acquired on hands in hours of 
work, With all its speed and positive action in removing Hectograph, 
Mimeograph and other ink stains, and grease or oil, too, this all- 
purpose cleansing cream acts gently; leaves hands soft and smooth; 
does not mar nail-polish. 


AUTOCOPY GELATIN ROLLS FOR BRILLIANCY 
OF COPY ... AND LONG SERVICE LIFE 


By our exclusive formulas, Autocopy Gelatin Rolls are compounded 
to insure longest efficient use under varying climatic conditions. No 
bubbles, dents or waves on Autocopy rolls. Autocopy rolls consist- 
ently produce clean, bright and perfect impressions. Autocopy Gel- 
atin Rolls are available for all makes of duplicatois—are ‘“‘standard 
material" with many of the Nation's largest users. 
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MR. OFFICE MANAGER 


THIS SCIENTIFIC WAY! 


10 DEGREES | 


For all who write, figure, or draw, there is a 


2B (1) 


ve wr | AM ED 


Scripto lead scientifically designed for their 


B(1'2) 


“i 
SOFT 4 WM 


particular type of work. Study the chart 


BB) | a CC. 


F (2'4) 


FIRM 


shown here and buy leads according to usage. 


H (3) 


Just any lead will not do if you want top 


QM a%)| Aer? (70 


writing efficiency. Scripto refill leads in 


long and short lengths fit all pencils made 


WARD CTS SSMS |: 
(4 ys if xy 
3H) Mii Li nd 
Mas) £77777, 


for standard size leads. They are available 


SHS) |S" 717) 


HARD fats: 


at your office supply dealer’s with Scripto 


OHS) PGF) 


erasers and the world famous Scripto pencils. 


SCRIPTO 


CHOICE OF 17 POPULAR COLORS 


MANUFACTURING 


USES FOR 
SCRIPTO LEADS 


HB to 2H 
AUDITORS 
ACCOUNTANTS 
BOOKKEEPERS 
CARBON COPIES 
ORDER CLERKS 
SALESMEN 


HB to 6H 
ARCHITECTS 
ENGINEERS 
DRAFTSMEN 


H to 6H 
PHOTOGRAPHIC 
RETOUCHING 


2B-B-HB 
STENOGRAPHERS 
SECRETARIES 
GENERAL USE 
V-MAIL 


2B to 6H 
ARTISTS 


CHOICE OF COLORS 
ARTISTS 
ACCOUNTANTS 
MAPS 
BLUEPRINTS 
METAL MARKING 


COPYING LEADS 
FOR DUPLICATING 
MACHINES 


ATLANTA, 


GEORGIA 
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File Headquarters 
Reporting... 


Wer eyeing Tomorrow eagerly. 

As soon as we get a full and 
clear view, the plans we made 
and the new metal file cabinets 
we've developed will be shown to 
the world. There are a few de- 
tails to straighten out before our 


This concealed sofe unit 


production hits its full stride. But, © 6 enemas ete 
EXCLUSIVE! 

when we get going —Watch Us! 

INVINCIBLE METAL FURNITURE CO. 


Manitowoc, Wisconsin 


October, 1945 OFFICE MANAGEMENT AND EQUIPMENT 
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BLUEPRINT FOR 


For over half a century thrifty users of M & M 
ribbons have known the answer to the diffi- 
cult problem of obtaining fine inked ribbons 
specifically made to insure efficiency and 
economy. Exacting workmanship and a per- 
fectly balanced ink formula have provided 
M&M ribbons with a record of performance 
that matches the perfection of the new M&M 
“Curl-Less“ carbon. Already this ultra modern 


EXTRA VALUE 


carbon has extended the established reputa- 
tion the regular M&M _ product enjoys for 
uniformity of work and density of color. For 
those exacting users who wish to economize 
without sacrificing durability and built in 
quality, M&M ribbons and the new M&M 
“Curl-Less’’ carbon paper offer a rare bargain 
these days when genuine value is so often 
mistaken for a mere price differential. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 


FINE CARBON PAPERS & INKED RIBBONS -: 
OFFICE MANAGEMENT AND EQUIPMENT 


1881 


PARK RIDGE, NEW JERSE’ 
October, 1945 
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Used daily for over 24 years, 
this STEEL-AGE FILE CABINET 
—none the worse for wear — is still 
in use. 


We're justly proud of its outstanding 
record—proud, too, that thousands of 
STEEL-AGE FILE CABINETS like 
it are upholding the high standard of 
STEEL-AGE quality year after year. 


Soon to be introduced, the new line 
of STEEL-AGE FILE CABINETS 
with many distinctive modern refine- 
ments will be even better. Better be- 
cause it’s backed with years of pro- 
duction experience, rugged testing and 
smart designing. [Early delivery of 
this new modern line is planned soon 


after release of materials. 


You can’t make a better selection. 
Contact your Corry-Jamestown dealer. 
He will soon have the complete mod- 
ern line of STEEL-AGE office furni- 
ture on display. Get on his list for 
earliest possible delivery. 
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The best grip i ir. its class. 


CY /— 


True to its name, Supergrip, has proved su- 
perior to pre-war natural rubber cements. The 
grip of this remarkable synthetic cement is not 
affected by oxygen or by long exposure to air 
or light. Supergrip marks a decided advance in 
its field. Its clear transparent film will not stain, 
harm or wrinkle paper or mount. Any excess 
can easily be rubbed off with the finger. 


Advertising men, artists, photographers, archi- 
tects, engineers, teachers, business and _profes- 
sional people have found Supergrip to be ideal 
for mounting photographs, drawings, sketches, 
Supergrip 


maps and other valuable papers. 


CHEMICAL COMPANY 


OFFICE MANAGEMENT AND EQUIPMENT 


lop 


also sticks paper to wood, to metal, to glass and 
to plastics. 


Supergrip is the civilian brother of scores of 
new and highly specialized war-time cements 
developed in the laboratories of a company 
long recognized as a leader in the production 
of specialized adhesives for industrial uses. 


No matter what rubber cement you may now be 
using, try Supergrip in the 4-oz., pint, quart or 
gallon size. Available at stationery and photo 
supply stores. 


B. B. CHEMICAL COMPANY 
784 Memorial Drive _ Camridge, Mass. 
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784 MEMORIAL DRIVE | 
*, CAMBRIDGE 39, MAS 
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WEATHERPROOF 


=. VAN DYKE ,, . 
usiness Office A ssel 


His le 

Once your office workers learn of the 
absolute insolubility and remarkable 
pigment-to-paper writeability of 
WEATHERPROOF VAN DYKES 


you'll find immediate enthusiasm. Here 
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r VAN 


“WEATHERPRUO 


iS then hf is a colored pencil that business users 
the mout 

i down. i order and re-order gladly. It’s a pencil 

% there. that demonstrates itself to advantage. 

. 


If you have not given it the chance it 
deserves, start now. Your Stationer 
has Weatherproof Van Dyke Pencils 
and in a complete range of 24 brilliant 
colors. 
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gives 2 very § 
pigment-to-paper we no 
Sold singly oF in sets o 
and 24 brilliant colors. 
Rely on your Stationer..- 
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READY FOR IMMIEDIAT a 


S/ 


SUNRUCO 
RUBBER 


FINGER PAD 


Here’s a real work expediter . . . the 
new Sunruco Sanitary Finger Pad... 
now ready to help office workers “put 
the finger” on wanted pages—faster. 
With it, fingers fairly fly through numer- 
ous jobs such as filing, counting, assem- 
bling, money handling. 


Sunruco Sanitary Finger Pads are com- 
pletely new ... better all around... in 
design, composition, molding, perform- 
ance. Check Sunruco’s advantages, and 
see why these latest finger pads set a 
new high in efficiency and comfort. 


“Stocks are adequate . 


THE SUN RUBBER COMPAN 


uUunruco 


-BARBERTON: OHIO; 


Sie ner neNn-s 
surface, 1Deth: 2 ‘of just i if front. 


ventilation ... hold pads on finger 
snugly. Od-style ventilation per- 
forations are eliminated. 

3 Shorter than previous’pads to per- 
mit complete freedom of finger 


action...there's no binding of 
finger joint. 


- Made in 5 sizes, each size packed one dozen 


to a carton, 12 cartons to an attractive 
counter display container. Furnished in familiar 


red olor. Sizes: S-11, S-11Y2, $-12, $-13, ‘S14, 


oO 
At Leading Office Suppliers | 

| 

Sunruco Rubber Finger Pads are available | 
almost everywhere. Include an assortment of | 
sizes in your next office supplies order. Have 


your workers exchange their war-worn, old- |’: 
style finger pads for these new, speedy | 


Sunrucos. 


. no waiting . .. order — 
now for IMMEDIATE delves. : 


This new Sunruco product 
points the way fo the new and 
broader lines of Sunruco 
Office Specialties to be 


_ brought to you by Sun In the 


brighter days ahead. 


we 3s =, Se een q 
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~ MAKE THE BEST IMPRESSION 


They definitely improve the work of any stencil, 
gelatin or spirit type duplicator. Forty years 
of scientific research and refinement to meet 
modern methods, has developed outstanding 
quality and performance. HEYER PRODUCTS 
are recognized leader in business and educa- 
tional institutions throughout the world and 
they will insure good-will and lasting satisfac- 
tion to you. 


HEYER Quality STENCILS We manufacture a complete list of rotary HEYER Quality INKS 
mee Getiutess ........ wt + stencil duplicators which will again be available Finest reproductions for automatic hand 
Economy Dry .....-....---. A Grade very shortly. Our popular EFFICIENCY ROLL a a oo. 


in note, iotter oF legal see «= DUPLICATOR is now available. 


WRITE for COME LEI TE CATALOG 


HEYER Quality REFILL 
For Any Pan Type. 1-2/2-5 and 10-Ib. Can. 


HEYER IDEAL DUPLICATORS 
Note - Letter - Legal - Folio Sizes. Com- 
plete with Ink, Sponge, Instructions. 


LETTERGRAPH POST CARD PRINTER 


Complete with Case, 6 Stencils, 2 Tubes of Ink, Correction 
Fluid, Stylus, StencilScope, Base and Instructions. 


HEYER SPIRIT SUPPLIES 


SPIRIT Cangen PAPER for sharp, clean 

originals in Purple, Red, Green, Biue— 
Box of 100. 

SPIRIT PROCESS FLUID, assures maxi- 

mum brilliant copies. No odor—Galion 


HEKTOGRAPH DUPLICATORS 
Note - Letter - Legal Sizes. Complete with 
Ink, Sponge, Instructions. 


HEYER HEKTOGRAPH SUPPLIES 
Finest in Inks, Carbon Paper, Pencils and Ribbons. 


HEYER Quality STYLI and GUIDES 
HEYER GELATIN ROLLS and FILMS PORTABLE CLEAROSCOPE : 


18 Varieties of Styli points with plastic 
in amber or white for any model dupli- Simplifies Drawing and Tracing on Stencils handles. Guides for many type faces and 
cator. Sizes 834” x 22” wide. Complete with all Tools. sizes. 


THE HEYER CORPORATION 


Quality Duplicators and Supplies Since 1903 wa 
_ 901-911 WEST JACKSON BLVD, CHICAGO 7, U. ; : 
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THEY'RE COMING BACK 
AT PREWAR 
STANDARDS 


Most restrictions have been eliminated, so 
you'll notice that your increased shipments of 
Oakville fastening devices are steadily returning 


to prewar standards of construction and finish. 


As we continue production progress, the day 
will come when loyal Oakville dealers and new 
suppliers of the famous Yellow Box Line will be 
ready to fill all demands for Oakville fasteners— 
Pins, Clips, Fasteners, Thumb Tacks and related 


items. 


The Home of The Famous Yellow Box Line 


OAKVILLE 


COMPANY 


Division of Scovill Manufacturing Co. 


GcOreury O68, COs 


New York e Chicago - Boston 


San Francisco 
In Canada: Brown Bros., Ltd., Toronto 2 


OAKVILLE COMPANY 
O1VISION 


OFFICE MANAGEMENT AND 
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‘‘DEMAND THE BEST!'' 


53-SS WORTH STREET 
NEW YORK,N.Y. 
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FASTER than a printing press! 


250 copies a minute! 


jf Pe, , ri AS 


Niagara speeds your paper work! ii 
Next time you have a special rush bulletin—perhaps Poe 


10,000 copies—and the printer says, “Can’t deliver 
for four or five days”— get them out in an hour in your } 
> own office, with an electric, fully automatic NIAGARA i 
... world’s fastest duplicator! : i 
Exclusive NIAGARA features include: 

HAIRLINE REGISTRATION. Put any word, any line, 


exactly where you want it. Forms, color work, come out 
“Just right.” 


SYNCHRONIZED SPEED of impression roller and drum 


makes the stencil last longer—no “drag” to tear stencil. 


ADJUSTABILITY. Feeds automatically rough or smooth, 
light or heavy paper—sizes 2% to 16”. Copy cut “off-center” 
can be moved up or down to any position on a letter-size sheet. 


NIAGARA’S full output during the war went to the 
government. Thousands upon thousands of these 
sturdy, efficient duplicating machines handled the 


multiplicity of tasks assigned to them in 


government work. Now they are avail- 
- world’s fastest duplicator 


ES: 
i 


tell you more about NIAGARA duplicat- 
ing machines. 


able to civilians again—ready to go to 
=, NIAGARA DUPLICATOR COMPANY, 128 MAIN ST., SAN FRANCISCO 5, CALIF. 


work for YOU! Drop us a card and we'll 
r, 1945 October, 1945 OFFICE MANAGEMENT AND EQUIPMENT 
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SEMI-HEX Office Pencil 


KIMBERLY Drawing Pencil 


KIMBERLY Thin Colored indelible Crayon 


SEMI-HEX Thin Colored Insoluble Crayon 


SUPER-DUPLICATING Pencil 


WET-PROOF Pencil 


eee 


WHAT IS IN A NAME? 


There is plenty of significance in the 
name GENERAL or SEMI-HEX or KIM- 
BERLY. They mean quality in pencils. 
“Built-in-Quality” of smooth strong lead, 
accuracy of degrees and the fine wood cas- 
ings which permit easier sharpening. These 
are the kind of pencils your customers 
pencils you need for your office. 

SEMI-HEX Office Pencil 5 degrees 
No. 1-2-27/.-3 and 4 
KIMBERLY Drawing Pencil 22 degrees 


6B to 9H—EXTRA B for layout and 
TRACING 1.2-3-4 
KIMBERLY Thin Colored Indelible 
Crayon 25 Popular Colors 
SEMI-HEX Thin Colored Insoluble 
Crayon 14 Brilliant Colors 
SUPER-DUPLICATING Pencil 
Soft and Medium 


WET-PROOF Pencil 
For out-door marking on wood, tags, 
labels ete. 
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oe 
Pen is 
mightier The Display Card illustrated above, using one of the war's most 


famous news photos, dramatizes the power of the pen! It is the 


than 4 o perfect way for you to support the coming Victory Bond Drive— 


Oct. 29 to Nov. 30. Attractively printed in two colors, it is just the 

S d | right size (1s x 1154") to place in your window. If you have ever 
wor bought direct from Zephyr American Corporation you will auto- 
matically receive one in the mail. If you have never bought directly 

from us, mail the coupon below immediately, and we will gladly 


send you a card without obligating you in any way. 


ZEPHYR AMERICAN CORPORATION 5" UU TTTT™ ee ae ee 
2 West 46th Street New York 19, N.Y | Zephyr American Corp., 2 West 46th St., N.Y. 19 
: | Without obligating me in any way, please send the 
Ma ke rs o f | 2-color Victory Bond card ‘The Pen is Mightier Than 
ii} | The Sword” for use in my window. 
AUTODEX Vd PRS AN oP eat ests ewe Kae aad enie xcboned 
AND 
| SE hes iia ie wate EL ie bie iw ae steno ne eat a 
SWIVODEX of | 
=» | PRE Scns cibiedinhannnceecepeavaies modanaeves 
| 
I is ecspinnne oan svhotengnnens PR uxeveeses 
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This engineering triumph—another FIRST by Remington Rand—is 
‘a secretary’s dream for operating comfort...and an executive’s ideal 
for top typing efficiency and economy. For THE NEW REMINGTON 
—always swift, smooth, and sensitive—is now almost totally quict. 
Its new Type Bar Silencer softens the stinging slap of type against 
paper...its carriage travel has been hushed to a whisper...its entire 
mechanism is muted. Remington Rand research scientists, long-time 
leaders in typewriter development, and with experience enriched by 
precision manufacture for war, have engineered QUIET right into the 
machine! This latest Remington Rand FIRST is one more in the long 
series responsible for a famous fact: “More Remingtons have been 
bought than any other make.” See about the new quict REMINGTON. 


Call your nearby Remington Rand office or representative today. 
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EVERY MODERN FILING NEED 
listed in new 1945 catalog. Ask 
for your copy. 


AMBERG FILE & INDEX COMPANY 


1607 Duane Bivd., Kankal:ce, t.i. 
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Boorum & Pease 


MOETEYETTIT IL, 


here shall flow an unending stream of the best in 
record-keeping needs. As in the past, they shall flow, 
exclusively through the STATIONERS OF AMERICA. 
We of the Boorum & Pease organization are justly proud 


of our record of war-time deliveries. With the lifting of 
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ma Lanark” \) » 7 
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war-time restrictions, we shall strive to get back to normal 


as soon as possible. 


VAAN \\\ 


Our post-war plans include new products—big time-savers 


for you. Watch for them, for they will be specifically 


\ 
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created for the needs of your business. Look to your’ 


Boorum & Pease Stationer to not only fulfill your require- 
ments, but to keep you many steps ahead of the fast pace 


of a Changing Business World. 


Siandarg 


Manufacturers of Loose Leaf Covers and [ae] B & , 
Forms, Visible Equipment — Bound Books ——_ 001 ami 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. ct 
BOSTON 10: 29 OTIS ST. + ST. LOUIS 2: 115 SO. 8TH ST. « CHICAGO 7; 538 S. WELLS ST. pr odu 
NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13. 


FOR EVERY RECORD—A WAY TO KEEP IT 
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For Tomorrow's Office 


% MOST readers of this magazine are undoubtedly aware 
that its scope has been much widened since it first made its 
appearance as OFFICE EQUIPMENT DIGEST in 1940. 


Quite early it became clear to the editors that their original 
primary objective of providing the office with full informa- 
tion on significant developments in the field of equipment and 
supplies involved also consideration of the office as a whole, 
in all its aspects. The tools of office work are important, but 
they are important only in their relation to the job they do 
and the people who do that job. Feature articles and news 
stories began inevitably to reflect this relationship. 

With the ending of the war and with steady improvement 
in the paper situation, it becomes possible with this issue to 
take a step long contemplated and to begin an expansion of 
contents to cover every phase of office progress. At the same 
time, the name of the magazine has been changed to one more 
clearly indicating the new editorial policy. 


We present OFFICE MANAGEMENT AND EQUIPMENT. 
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An Office of Distinction... 
For A Man of Distinction 


How many people were in and out of your office today? The design of your office is 
important to your daily business procedure. For the past few years, we have been unable 
to supply the labor and material necessary for the decoration of your office. Today, we 
are prepared to aid you in the development of a distinctive office design. We have, for 
many years, designed private offices, libraries, laboratories, and other special features for 
schools, offices, and public buildings. 


We manufacture special equipment and cabinet work from architects’ drawings 
and specifications, or we will gladly submit drawings prepared by our designers. 
We will accept projects anywhere in the United States. WRITE US TODAY! 


— 


New England Woodworking Co 


‘512 East 137th Street New York 54, New York 4 
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Office 
Management 


Looks Ahead 


By Cheney Archer 


*% OF ALL the well-publicized bouquets handed 
out for miracles of production accomplished dur- 
ing the war, rarely does so much as a single petal 
or leaf flutter towards the office which in every 
case has had a vital part in attainment of the suc- 
cess so honored. 

It is the factory which always gets the credit— 
for the skill with which it is managed and staffed, 
for its success in operating its machines and ma- 
nipulating its materials, for its efficient coordina- 
tion of effort in keeping up a maximum product 
flow. 

Factory management is what is usually meant 
when we pat ourselves on the back for our leader- 
ship in productive activity. We know the world 
envies us our Fords and Kaisers but we do not 
stop to reflect that ‘office management has been 
as necessary as good factory management to the 
winning of our industrial leadership. 

Our offices, of course, guide and control many 
kinds of activity in addition to factory produc- 
tion but in none of them does the office really get 
the credit it deserves. 


A challenge 


This situation, indicative of the widespread be- 
lief that office efficiency is much below. the level 
of factory efficiency, is a challenge to. office man- 
agement for the years which are immediately 
ahead of us—these first postwar years which 
may irrevocably set the pattern for the next ten 
or twenty years. 

Nothing is to be gained by refusing to admit 
that the office has tended to lag behind the factory 
in adapting itself to changing times and new de- 
velopments. The office has lagged behind, be- 
cause the office has been slower in realizing the 
need for constant questioning of methods, for re- 
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They keep the wheels of all business turning— 
America's office workers! 


search and experimentation, for flexibility in put- 
ting lessons learned into use. 

These are essentials which the associations op- 
erating in the office field have long emphasized, 
and the leadership furnished by the National Of- 
fice Management Association and the American 
Management Association in this direction has 
been notably productive of results in the attain- 
ment of a really scientific approach to the prob- 
lems of the office. The work of these organizations 
and of the Life Office Management Association, 
the National Association of Purchasing Agents, 
the Controllers Institute, and other associations 
interested in the office will be invaluable in the 
crucial years ahead, when office management will 
at last come into its own! 


? 
In the clear at last 


For the office is just emerging into the clear 
again from a period of stress and strain, of re- 
strictions on manpower and material, of high- 
pressure work done under all sorts of handicaps— 
a period the like of which it had never to endure 
before and which, one prays, it will never be 
called on to endure again. We have come at last to 
a time when we can plan again for the future in- 
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stead of being held tightly to solving the transient 
problems of an emergency. 


Integration 

The right approach to efficient functioning in 
the postwar era must include the concept of office 
management as a binding together of every ac- 
tivity having to do with office operation. The 
tasks of procurement, layout and equipment, 
maintenance, methods and procedures, and per- 
sonnel are so inter-related that no one of them 
can properly be considered apart from the others. 
The executives whose responsibility it is to direct 
these various divisions must work even more 
closely together than in the past, in the prepara- 
tion and carrying through of a well-integrated 
program. 

First on the agenda for most offices is the bring- 
ing up-to-date of their physical properties. The 
wear and tear of nearly four years must be taken 
up and long postponed improvements of various 
kinds arranged for. 

Months before the end of the war, correspon- 
dents of this magazine reported office executives 
busy collecting information to guide their organi- 
zations in plans for new buildings to be con- 
structed when government restrictions were re- 
moved. Specially designed office structures for 
the exclusive occupancy of one firm are undoubt- 
edly going to be much more numerous than they 
have been. In these and in the many additions 
which will be made to existing offices we may ex- 


pect to see incorporated many features of con- 
struction and equipment which first appeared in 
the war-born offices of companies handling big 
government contracts and in some of the newer 
government offices. 

It is certain that the expanding use of ma- 
chines in the office will be speeded up in coming 
years and this gives added urgency to the matter 
of personnel training. 

More and more is office management going to 
find itself confronted with the task of providing 
the right person for the specialized job. A real 
training program will inevitably be a necessity in 
any office of size. 


The human side 

In the competition which is sure to exist among 
offices to get and to hold well-qualified employees, 
we are going to have impressed upon us the great 
importance of making people’s jobs pleasing to 
them as well as financially satisfactory. The 
trend in progressive offices to watch over the 
health and happiness of personnel is undoubtedly 
going to be intensified. The environment in 
which the job is done is a part of the job itself 
and is directly related to the efficiency with which 
the job is done—and is just one more respon- 
sibility of office management to be checked upon 
as the office adjusts itself to the future. 

Toward the resolving of all these problems of 
the office, OFFICE MANAGEMENT AND 
EQUIPMENT pledges its closest cooperation. 


“In post-war years, more and more office jobs will call for specialized training. Making 
an exact reproduction of both sides of a long-distance telephone call at Boeing 
Aircraft Co. 
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From British Combine 


The British office tends to be a more homey place than the American office, 
but Britishers are convinced it does its job just as well. Entrance hall at 
Chase National Bank's Berkeley Square branch office in London. 


Britain Talks Back on Methods 


% “Modern office efficiency had its origin in the 
United States. Nowhere else has the provision 
of everything necessary to office efficiency and 
economy been better developed. Nowhere else are 
there offices better, more cheaply, more efficiently 
run. There, also, originated the over-elaboration 
of method, of system and of paper work which 
has spread all over the world until today it con- 
stitutes one of the major handicaps to industrial 
progress. Even the United States is not free of 
bureaucracy and its threatened spread.” 

So says Lewis C. Ord, internationally known 
consulting engineer, in his book, Secrets of In- 
dustry,* currently arousing a great deal of dis- 
cussion in Great Britain on the advantages and 
disadvantages of American industrial methods. 


Mr. Ord’s book, which has gone into a third 
printing in Britain, was written to spur British 


* Published in London by George Allen & Unwin, Ltd.; 
in New York by Emerson Books, Inc. 
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industrialists to critical analysis and clear- 
headed planning, as preparation for restoring 
British industry to a favorable competitive posi- 
tion. 

Mr. Ord, in industrial consultant work in Great 
Britain for more than fifteen years, has also 
worked in Canada, Australia, and the United 
States. His comments on American office methods 
are those of a man who has great admiration for 
American industrial methods—who feels that 
without proper study and application of them 
Britain cannot win back the leadership she once 
had—but whose admiration does not include un- 
reservedly the paper-work which plays so impor- 
tant a part in American industrial control. 

Says Mr. Ord: 

“Figures are necessary. What is wanted is 
the fewest that will serve. What that fair mini- 
mum is cannot be deduced from anyone’s theory, 
but from what has actually been accomplished in 

(Turn to page 78) 
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CARL HOVGARD, P-es'dent, Research Institute of America 


% TEN years ago, Carl Hovgard, son of a mid- 
western minister, decided to do something about 
helping American business men to cope with the 
rising tide of government rules and regulations 
affecting all business. 

He set up an organization for research, 
analysis, and recommendation applied to govern- 
ment and economic developments and began to 
furnish a specialized informational service keyed 
closely to business needs. 

When the new organization was still very young, 
Leo Cherne, a young New York lawyer, joined 
it. Around them Mr. Hovgard and Mr. Cherne 
recruited a number of assistants as enthusiastic 
as they were at the opportunity for providing 
some all-round practical help to business men 
bothered and confused by the multitude of restric- 
tions of one sort or another involving business. 

The new service seemed to be something the 
business world was waiting for. From small be- 
ginnings in one office room with a few staff mem- 
bers, Research Institute of America has in the 
brief space of ten years grown into an organiza- 
tion having more than 30,000 participating mem- 
bers, with more than 700 persons to take care of 


Newcomer meets the others. (Sketches reproduced with this 
article are all from the RIA manual) 
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Orienting 
Newcomers at 


Research Institute 


By Thomas Hervey 


their needs, housed in offices occupying several 
entire floors in four New York buildings—292 
Madison Ave. (Research Institute Building), 16 
East 40th St., 18 East 41st St., and 50 East 42nd 
St. 

Inasmuch as the Institute has grown and pros- 
pered largely through its skill in exposition—in 
explaining many things to many people—it might 


Always a sympathetic ear 


be expected to do a fine job in explaining itself 
and its activities to its own employees. It has 
done just that, for the Institute manual given to 
each newcomer in its offices is a noteworthy 
example of skill in telling the story of an organiza- 
tion and its products and its conditions of employ- 
ment. 


The manual is a printed booklet, spiral bound, 
of 32 pages and cover, written in friendly, enter- 
taining fashion and enlivened with many illus- 
trations. 

Through a circular cut-out on the cover, the 
new employee sees a picture of the Research Insti- 
tute Building doorway, carried at the top of the 
first page over the heading 

“Come on In!” 
and this salutation: 


We think you'll like it. For years here at the Institute 
we have been trying to make it the kind of place you'd 
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like, a place where working will be a new experience in 
living. 

You'll find a warm welcome from everybody around here. 
That’s because the Institute is a comfortable-sized organi- 
zation where every staff member can be known and his 
activities recognized. 

Maybe you're the type of person who's shy at first. There’s 
no reason to be. Probably there’ll be a little formal intro- 
ducing, but don’t expect too much of it. Instead, just tell 
people who you are—“I’m Jim Black,” or “I’m Susie Brown” 
—and from then on, you’re Jim or Susie, up and down the 
line. You've probably noticed—or will notice soon—that the 
Institute is a young organization (our average age is 27) 
which is going places in a hurry. The other people here 
joined the staff exactly as you did. They went through the 
same careful testing, and, like you, were chosen because of a 
demonstrated ability to go and grow with an organization 
like the Institute. We don’t want to kid you, though. It 
won't all be easy going or painless growing. There will 
be plenty of hard work—often some dull work. But you're 
with us now because the people who met you came to the 
conclusion that you would enjoy pulling a share of the 
unique load that the Institute carries. 

So, honestly, we’re really pleased to meet you. 

Now to get to know us. There’s a lot to understand about 
the Institute and we suggest you start off by seeing the men 
who make Institute policy. 

We warn you there are no graybeards present, for the 
youth of the Institute stems from the top... . 


This is followed by a double-page spread of pic- 
tures and brief descriptive captions introducing 
the new employee to the top executives of the 
Institute—Carl Hovgard, president; Leo Cherne, 
executive secretary and editor-in-chief; Joseph D. 


RIGHT: Table of contents of RIA manual gives idea of wide range of 
essentials covered. BELOW: Some sample pages from the manual. 
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Ardleigh, vice-president; Leon Henderson, chair- 
man, board of editors; and William B. Leonard, 
treasurer. 


After a detailed tabie of contents (reproduced 
with this article) the next eleven pages of the 
booklet are given over to a well-written account 
of the history and background of the Institute, the 
nature of the services it renders, and how they 
are distributed. 


Having thus provided the new staff member 
with a comprehensive idea of the organization 
and its purpose, the booklet gets right down to the 


"Can | make personal calls?" 


job of explaining to the new employee just what 
are the rights, privileges, and obligations of In- 
stitute employees. 


Well worth quoting as an example of the frank, 
clear-cut, and eminently readable way in which 
this major portion of the booklet is done is the 
introductory section, which bears the heading 
“Your Progress at RIA”: 


Your chances for “getting ahead” at the Institute are un- 
usually good. Because the Institute believes that good peo- 
ple are the key to successful performance, you were se- 


Individually-kept time records 


lected with care. The organization, as we have pointed out 
before, is of a comfortable size, so that every individual's 
capacity and effort can be noticed. You aren’t likely to be 
lost in the crowd. The Institute has a definite policy of 
promoting from within the organization. And it is just as 
much interested in seeing women get ahead as men. This 
is true in every department and in every type of work— 
editorial, production, field, or business office. Naturally, 
progress doesn’t come automatically but depends directly on 
the individual. Since unusual care is exercised in selecting 
members of the staff, competition for greater responsibilities 
will always be keen. Your ability, your effort, your attitude, 
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Annual physical examination 


your experience, your education, your personality are the 
factors which determine your progress in the Institute. 


Rules—and the Rule of Reason 

In your day-to-day work, you will find that there are 
some rules that have to be followed. The Institute doesn’t 
like rules, despite the fact that its research deals with 
regulations. Every effort has been extended to keep rules 
down to a minimum, td make them time and trouble-saving, 
to make them instruments of fair-and-equal treatment. But 
the most important rule is the Rule of Reason, which rec- 
ognizes that there are exceptional circumstances when ex- 
ceptions should be made. 

We don’t want to be mechanical. If you think special 
facts justify setting aside a rule, speak up. Talk to your 
department head and see if you can’t work out some fair 
arrangements. 


Transfers 

If after a time it appears to you or to us that you would 
be better suited to another job than the one to which you 
were first assigned, you may be transferred. Because the 
Institute is an expanding organization, its needs may require 
that you move to another job for which you're qualified. In 
either event, a transfer provides an opportunity to broaden 
your experience and increase your knowledge, and it often 
readies you for eventual promotion. 


Job Review 

Once or twice a year your department head and the sev- 
eral members of the Salary Committee—Carl Hovgard, Leo 
Cherne, Joe Ardleigh, Bill Leonard, and Anne Cronin 
—take time out to evaluate how you've been getting 
along during the months just past. They generally come to 
some sort of conclusion, taking into consideration not only 
the quantity and quality of your work, but also such things 
as your attendance record, your initiative, and your rela- 
tions with your fellow staff members. If everything’s 
okay, their decision usually results in an increase to the next 


(Turn to page 74) 


What to do when the baby comes 
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ABOVE: 
ORGAN? NO, IT'S A PHOTOCOPY MACHINE. A 42-inch 


continuous printer for making photocopies by the hundreds is 
now made by American Photocopy Equipment Co., 2849 N. Clark 
St., Chicago. It makes actual size copies of anything written, 
printed, drawn or photographed. No darkroom is required. This 
model will make photographic tracings from large blueprints up 
to 42 inches, and of any length. Operation is simple, and requires 
no technical training. All controls are at the operator's fingertips. 
There is a large storage cabinet for photocopy supplies. Each 
part is machined to function over a long period of service. 


RIGHT: 


HERRING-HALL-MARVIN SAFE CO., 
Hamilton, Ohio, provided the safe shown 
in this photograph, as it did thousands used 
by the Navy. Providing safes for the Navy 
was a job which necessitated a volume of 
production unheard of in the safe industry, 
and new and faster methods of installation. 
In this photo, Coast Guardsman Dave Betz, 
yeoman I/c, of Hutchinson, Kan., serving 
at an advanced base in the Pacific, is 
shown removing confidential papers from 
the safe. Mr. Betz was formerly employed 
as assistant manager of the G. R. Kinney 
Co. in Hutchinson, 


New Things 
in the 


News 


J 


ABOVE: 

TWO-WAY INTERCOMMUNICATION SYSTEM. Permits master 
to master, or master to remote operation with any number of 
stations up to forty. A push button station selection is provided, 
and a master key allows blanket calls to all stations. Walnut cab- 
inet, desk console type, with pilot light, power switch, amplifier, 

1 Ad 


and peaker-microp Remote stations are available in 
types suitable for office, factory or outdoor installation. All 
stations can originate calls. A product of the David Bogen Co., 
663 Broadway, New York. 
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LEFT: 
TABLE FOR 


The table will 
hardwood, % 
legs. Height, 


ABOVE: 


going to the 


TYPEWRITER and adding machine, developed by 
Maso Steel Products, 418 South Clinton St., Chicago. Adjustable 
steel channels enable it to fit all typewriters and adding machines. 
not creep or vibrate. The top is made of solid 
inch birch, and has two sliding shelves which are 
part of the table top. It is constructed with one-inch tube steel 
27 inches; top measures 17 x 22 inches closed; 
17 x 33 inches open. 


WELLS STAPLES RETURN. Wells staples made by the Wells 
Office Furniture Co., which have for the past eighteen months been 
armed forces, are again offered to users, as the 
second in the company's line of postwar items. 
tempered wire. 


Salle St., Chicago. 


RIGHT: 


DELAYED ACTION SWITCH. By a unique toggle-lever arrange- 
ment, this new switch, called Tymzit offers both delayed-action 
and instantaneous "off," plus a time selector for the delayed- 
action which can be set at any interval from zero to three minutes. 
A phosphorescent tip makes the switch easy to find in the dark. 
Employs an entirely new and highly simplified action principle for 
toggle switches or other electrical controls of its kind. Tymzit 
fits any standard wall box, including the shallow Gem B or handy 
types. Offered in single and double pole assemblies, and will be 
rated at 10 amperes at 125 volts and 5 amperes at 250 volts. 
Prices range from $1.50. From the T. J. Mudon Co., 1240 Mer- 
chandise Mart, Chicago. 


LEFT: 

LIGHT ON THE SUBJECT from fluor- 
escent Luminaire. This new glass-shielded 
fluorescent fixture is efficient and good 
looking. It is made for four 40-W. tubes 
and is equipped with approved auxiliary 
equipment. Its high efficiency with low 
intrinsic brightness is achieved by panels 
of ribbed, ceramic coated glass having 
80 per cent transmission factor and su- 
perior diffusing qualities. The panels 
may be removed easily for cleaning. The 
unit features a simplified mounting plate, 
making installation for stem or flush-to- 
ceiling mounting easy and quick. Also 
may be used effectively when unshielded. 
Made by the Spero Electric Corp., 18222 
Lanken Ave., Cleveland, Ohio. 


Precision made, 
Information from the company at 725 South La 
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ABOVE: 


STEEL WORK BENCH for your back room where those repairs are 
made. Without its back and side railings it can be used as a 
packing bench. All four flanges of this Equipto 12-gauge steel 
work bench are formed into a boxed edge for utmost rigidity. 
A second 12-gauge steel plate may be tack welded onto top for 
vise reinforcement. The bench can be fastened to the floor if 
desired. Can be furnished as a plain work bench with 12-gauge 
steel top and with bottom tray, back and side railings, drawers 
with padlock attachment, and an adjustable 3-compartment tray 
for drawer. Available in 42-inch and six-foot lengths, 34 inches 
high and 28 inches deep. Prompt delivery. Made by Equipto. 
division of Aurora Equipment Co., Aurora, Ill. 


ABOVE: 
SILENT SENTRY TYPEWRITER BASE shown here permits a type- 


writer to be fastened securely to any desk, yet it can be removed 
quickly and simply by lifting the machine off the desk, say its 
makers. A special cut-out center permits repairs without first 
unscrewing the machine from its position. Heavy hair-felt pads 
under the base at the point where the typewriter's feet rest help 
silence the typewriter. The typewriter may be pulled toward the 
operator or pushed away from her for greater typing convenience 
or may be padlocked in place. This base which accommodates 
any standard typewriter is made by Business Machine Products, 
Inc., 96 Liberty St., New York. 


BELOW: 

WRITE AWAY. Mechanical pen- 
cils in assorted colors are avail- 
able for immediate delivery. They 
use standard leads and erasers. 
Retail OPA ceiling price, 95 cents 
each. From Direct Representat‘ves, 
Inc., 230 Fifth Ave., New York. 


BELOW: 


WABASH CARD DISPENSER. This handy card dispenser con- 
taining 500 cards can fit into the top drawer of a desk, thus 
eliminating constant trips to the stationery stockroom. The strong 
quality rag content cards can serve as permanent or semi-permanent 
records, and are available plain or ruled. Size of dispenser, 3 x 5, 
4x 6, and 5 x 8 inches. From the Wabash Filing Supplies, Inc., 
Wabash, Ind. 
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LEFT: 

STEEL STOOL. One of eighty models 
made by the Lyon Metal Products, Inc., 
Aurora, Ill., designed to meet posture needs 
and thus reduce fatigue. The 26-inch stool 
is equipped with an adjustable back. It is 
all-welded, and has non-breakable construc- 
tion. Its 14-inch wide seat with rounded 
corners is made of pressed wood applied 
over steel. A strong channel brace located 
at a uniform distance below the seat from 
all heights provides a comfortable foot rest. 
The stool has steel glide type feet. Priced 
at $3.05, F.O.B., Irvington, N. J. 


BELOW: 


ATTRACTIVE PLASTIC LETTER TRAY. A new construction de- 
sign employing only two slender side pins to support the upper 
basket of the tray makes this a truly distinctive unit. There are 
no obstructing posts on each corner, no sharp edges, and no 
corners on the inside or the outside. The upper tray can be 
swung aside to get at the lower tray ‘nore conveniently. Eack 
tray has a convenient slot for a file tab. This new tray is strong, 
durable, and light, and is available in colors to harmonize with 
office furnishings. Made by the processors of the San-Duro line, 
Eclipse Moulded Products Co., 5151 N. 32nd St., Milwaukee, Wis. 


LEFT: 

OFFICE FURNITURE for the modern 
office. The Albert Manlon Co., 1742 K 
St., N.W., Washington, D. C. is pre- 
senting a new line of office furniture 
and equipment, designed for the com- 
pany by Staples-Smith, decorative de- 
signers, 222 East 46th St., New York. 
This modern line is functional and makes 
use of fine woods and leathers. The 
picture here shows a desk from the line 
and a view of the Manlon showreom. 
Purchasers of Staples-Smith furniture may 
call upon Cecilia Staples for consultation 
on office decoration. 


ABOVE: 


900 CHECKS A MINUTE can be canceled with this new 
electric perforator available from the American Perforator Co., 
617 West Jackson Blvd., Chicago. The machine, finished in black 
wrinkle enamel, features an automatic clutch tripping mechanism 
for maximum production (foot pedal trip available if preferred); 
American Bronze Block in main bearing for durability; floating 
mounted motor to eliminate vibration; head insulated from cabinet 
base by rubber mountings; capacitor type motor to prevent excess 
load on circuit; two complete die blocks included; full % inch 
stroke for maximum shear; and an endless V-belt drive. Height, 
58!/. inches; height to table 36 inches; width of table with both 
leaves up is 40!/, inches, both down, 23!/2 inches; floor space, 
23 x 193% inches. 
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By 


Grace Buckley 


% Internationally known in the 
field of industrial design for his 
rich background of accomplish- 
ment, Walter Dorwin Teague has 
served a wide range of clients in- 
cluding such organizations as Ford 
Motor, Sinclair Oil, Eastman 
Kodak, Goodyear, A. B. Dick Co.., 
National Cash Register, Westing- 
house, Texas Co., Willys-Overland, 
and the New York, New Haven & 
Hartford Railroad. Mr. Teague is 
the author of "Design This Day." 


Walter Dorwin Teague 


% HOW does an industrial designer, expert in 
creating surroundings that make accomplishment 
efficient and pleasant, express his ideas in the 
planning of his own busy offices? 

This seemed so interesting a question that 
OFFICE MANAGEMENT AND EQUIPMENT sought an 
answer from Walter Dorwin Teague, noted indus- 
trial designer. Through his courtesy the writer 
had the privilege of seeing the Teague organiza- 
tion’s own attractive modern suite on the twenty- 
ninth floor of the skyscraper at 444 Madison Ave- 
nue, New York, where a corps of experts work out 
advanced ideas for Manhattan’s top-ranking 
offices. 

Cheerful atmosphere pervades these offices, 
with generous window space and a bird’s eye view 
of the city’s roof tops and the busy East River. 
Modern design and light wall tones—creams and 
yellows—play a part in creating this happy mood. 
With the growing appreciation of the value of 
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In Mr. Teague's office 


Walter Dorwin Teague 
Surveys the Office 


color in offices for psychological effect, these light 
shades that blend so well with modern schemes 
are replacing darker pre-war tones. 

As the visitor steps from the elevators to the 
adjoining reception area, skillful decorative treat- 
ment makes him at once aware of the personality 
of this modern organization. The streamlined 
black floor with a wide scarlet band running 
lengthwise through the center affords a_ back- 
ground in striking contrast to light, modern fur- 
nishings. A collection of fine, salon-mounted pho- 
tographs of outstanding buildings, offices, and 
machines and other products designed by Walter 
Dorwin Teague, adds interest to the long cream 
wall extending to a typically modern circular 
space, where the receptionist’s desk is located. 

Working comfort and efficiency are emphasized 
in her modern desk of light wood, having one 
end, with a single metal support, designed as a 
table. On the right, an adjoining oblong movable 
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typewriter stand in matching wood leaves the 
desk top free for telephoning and other duties. A 
switchboard of blond wood built into the wall is 
conveniently placed at the left. Visitors’ chairs in 
modern design, combining light wood and beige 
leather, blend with a small blond table. 

In the firm’s general office, modern black desks 
keyed to match streamlined typewriters and other 
business machines suggest the trend to relate 
office furnishings and equipment closely to color 
and styling for interesting atmosphere. 

When color can be freely used again, it is likely 
that typewriters, duplicating machines, and simi- 
lar equipment will frequently be matched to color- 
ful chair coverings and draperies. This is one 
of the ways in which personality may be expected 
to find freer expression in the post-war office, the 


writer ascertained in talking with Leo H. Rich, 
associate of Walter Dorwin Teague. 

This firm, by the way, is as widely known for 
expert designing of business machines as for its 
office planning. Included in equipment that it has 
modernized are A. B. Dick Mimeographs, National 
Cash Register, the Polaroid desk lamp, and the 
Wiz sales check register. 

The Walter Dorwin Teague offices are laid out 
with careful regard for function. Large confer- 
ence rooms, wasteful of space, are eliminated, and 
small offices are adapted to this purpose through 
special planning of facilities. The current neces- 
sity of economizing in the use of office space, 
resulting from the lack of new building, is mak- 
ing executives especially receptive to this sound 
tendency, emphasized in all the firm’s planning. 

An interesting illustration of special planning 
that successfully adapts smaller offices for discus- 
sion and conference is afforded by the function- 
ally designed modern black desk in Mr. Rich’s 
large light office. This long desk, pleasantly con- 
trasted with cream walls, is constructed for a 
dual purpose, since it also serves as a table for 
discussions of small groups. On the executive’s 
right is a bank of three drawers. Space beneath 
the center and left is entirely open, except for a 
wide aluminum band, as modern as the desk it 
trims. This is carried across the base and forms 
the single support for the left end of the desk. 

(Turn to page 92) 


LEFT: In reception lobby of Carrier International, New York, 
designed by Walter Dorwin Teague. 


BELOW: Reception room at Walter Dorwin Teague offices. 
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To Smoke or Not to Smoke? 


By Walter Lyden 


% “IF HE CAN smoke, why can’t I?” is a ques- . 


tion that is sure to come up with embarrassing 
frequency in the office which still has no definite 
policy on smoking or is following a policy laid 
down in the old days when smoking in the sacred 
precincts of the office was looked upon as the ex- 
clusive perogative of ‘the top executives. 

It is a question that can be particularly embar- 
rassing in these times when women smoke just 
as much as men—and fail to see any logic in the 
application of sex distinctions to the matter of 
smoking. 

In many offices the issue came to the front dur- 
ing the war years, when the up-grading of wo- 
men employees to positions of executive or semi- 
executive character formerly held by men brought 
a great deal of feminine smoking out of the wash 


room or the rest room and right into the office 
itself. 


Feminine angle 


When some women begin to smoke, in an office 
where men only have preivously been permitted 
to smoke by rule or custom, it is natural for the 
other women employees to wonder why they too 
cannot smoke just as freely as the men do. 

Because they began to smoke several centuries 
later than men, women are governed in their 
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smoking by social and psychological pressures to 
which man is a stranger. Many a woman office 
worker would not dream of smoking at her desk, 
even if office rules permitted her to, any more 
than she would dream of strolling along the street 
with a cigarette between her lips. But even such 
a woman tends to resent an office policy per- 
mitting men to smoke but barring women of 
equivalent rank in the office hierarchy from doing 
so. 

Many offices seek to get around the problem of 
smoking by restricting it to private offices. But 
none of these offices, it is safe to say, will claim 
that this policy is a popular one. In nearly every 
case, also, it is a policy weakened by the inevitable 
exceptions for the old-timers who have always 
smoked and always will smoke and who are too 
valuable to be rebuked. 


Packard's policy 


The Packard Motor Car Co., Detroit, Mich., 
used to be numbered among the organizations 
which followed the policy of allowing smoking 
only in private offices. Then it switched its policy 
so that anyone, man or woman, was permitted to 
smoke at any time anywhere in the office or fac- 
tory except where a fire hazard existed. 

(Turn to page 86) 


OFFICE MANAGEMENT AND EQUIPMENT 49 


a = ce re Lo ale 
[a an Se ae oe ae ai ii : a bs ; 
y 
r Pte ee es aa” ee oe 
a eae ea ee - a Ae eee, Ss 5 Pause a 
‘ — . ia : Se ae ee oe oa Bs 
a. aes ; ar ee : x 
S — he Pine. ee a | 
a at te cS a ae eae ee Oe a 
] ; Ss ll CU ‘ 1 : se) os : ae 
e ‘ a * ; TS we Sa - ; * 7 ae ae 
a “ itt s ‘ : —— = ae 
- -_ ° 2 id .- ‘S a 4 pte ; ; is 
y 4 ~ eed = s . s ” e . P| 7 4 
a = By BOs cae vad > ae iu, . ; : 
: a ;  ) : ‘ + th 5 os ps : fe ee 
it a gs 4 a < ce 
i 4 e : 2 , = af a oy. - ae fs pie ? 
— a ee er F One! . 
d _.. ies | ha 
. "a i. ak eo: devia = isn " = a. oa 
= F ae. le ee _ 
? “ae i ae ay ll “a 
3- a bi ey * ta > aa ae ie od 4 
.. ii ia ae tee 5 -— oa = * : i 
“— - =| ars? 2 € ae 
e, a. Pant ie a a a wee 
<- a SS  8=636| | oo Sas a4 : 
> a ie > 23 He z? tee 
id & i as 7 a fe fo oe eo _ es 
aa eS i oe ie. 1 eee es 
z. a a as. = . EAN Ys es 
i q a. e Ee oss ae 
ig Bees : i oe ce : uN, ee — a: 3 
.. . a - sete , tal r ws ig i Mer 
aes i wer i 
as - ¢ ee = q . . >>» ~ 
’s eS ee ' * - 
: Bi a ae esti. 
A Co Se cae ee Mepe = PE ae 
n yg “= om ee 
ae a ; cot ea Ss . 
a  .. hi 2 oe <i : 
« — J : Aor: we c= a 3 2 4 
a | , ae —so 
na nana atin Ml 
; 
a 
P 
it 
ns 
a . 
ae a : he % ' . E 
care . a ; _ ee ee i F 
oe eB ioaee as ee eee ee: eae, 2 : : | 
=A ea i, a tt oh ae aN et ae ae e Ge “aha : = F 
oe ey = «= a oe a . a eae “Si iets 4 es 
“, la Bees ~ 5s Co Sc. Ea Boe ) ae PS ae oo ; fy 


A calm and spacious atmosphere is 
brought to this office byv@ proper use 
of green. The ceiling is finished in a 
deeper shade of Vista Green than the 
walls, with a trim of soft-blue green. 


Color at Work in the Office 


By Hayes Quinn 


Color Engineer, Pittsburgh Plate Glass Co. 


% WHEN the scientific use of color was first 
introduced to industry, it did not create much 
interest. Hard-bitten production men schooled in 
the old-time tradition that color or paint had but 
one use—for protective covering—were not easily 
converted to ghe point of view that color could be 
used as a production tool. However, when the 
impact of defense, and later war production made 
it imperative to try every conceivable production 
aid, the principles of color dynamics were brought 
into play. The net result was that thousands of 
production and management officials found that 
correct color use was one of their best investments. 


High-level lighting and light-colored desk 
tops help to make seeing conditions in- 
side the office equivalent to nature's 
brightness outdoors.. Light colors not 
only increase the efficiency of illumina- 
tion but give highly desirable depth of 
field, producing an effect of spacious- 
ness. Photograph illustrates application 
of Three-Dimensional Seeing idea orig- 
inated by Arthur A. Brainerd of Phila- 

delphia Electric Co., Philadelphia. 


It paid off in such tangible dividends as lower 
materials costs, and increased production as well 
as in the somewhat more intangible but well-nigh 
invaluable employee-employer relations asset. 
The many benefits which color dynamics 


‘brought to war industry can be used with equal 


effectiveness in offices. In offices color can be used 
as a most effective and economical stimulant and 
morale builder. Color can do this because it re- 
duces eye-fatigue, the major cause of physical 
tension and nervousness. Research has proven 
that tired eyes not only cause headaches but also 
affect approximately 60 per cent of the body. The 
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eye becomes tired because its action is dependent 
upon muscles, and like any other muscles in the 
body, if they are overworked they become tired 
and unresponsive. Eyes can be overworked by 
staring too long at two objects of similar shades 
and trying to distinguish between them. They 
become fatigued by viewing brilliant, reflective 
surfaces such as the sun’s rays on snow or light 
on a white paint. 


Color Has Inherent Power 

To eliminate, insofar as possible, the overwork- 
ing of eyes in man-made surroundings, the princi- 
ples of color dynamics employ certain proven 
scientific facts in the prescriptions for color styl- 
ing. The power and energy used in color dynamics 
is derived from the fact that light consists of 
many waves, each producing the effect of a dif- 
ferent color. Light is electromagnetic energy, and 
visible light or color is but one octave of the 60 or 
70 octaves of the electromagnetic spectrum. The 
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This office has a northern exposure and 
to counteract the chill effect, pale tints 
of yellow or Suntone were prescribed 
for the ceiling. Since the office houses 
a large number of workers, the walls 
were treated in lighter shades of Eye 
Rest green. This color combination 
blends well with the natural finish of the 
wooden desks and eliminates several 
causes of visual distraction. A light shade 
of green was used on the structural 
beams to cause them to recede or inte- 
grate with the walls. 
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power of the invisible rays—X-rays, ultra-violet, 
and infra-red rays—are well known and have 
been use for medical and therapeutical science. If 
these invisible rays of the electromagnetic spec- 
trum have power, it is only logical to assume that 
the visible rays, or color, being a member of the 
same spectrum, also have the same power. Re- 
search and industrial applications have proven 
this assumption. 


Color and Environment 

The actual sensation of color is produced by the 
action of visible waves as they bounce from an 
object or surface at the rate of 186,000 miles per 
second. Each material or surface absorbs some 
and reflects others of the color waves striking it, 
with the latter phenomenon producing the color 
effect on the eye. In view of this fact, the terrific 
impact of color waves upon the eye, and thus the 
entire physical and nervous system, the question 

(Turn to page 68) 


The principles of color dy- 
namics have been used in 
this reception room to ac- 
complish several positive 
goals. The room is shut off 
from all natural illumina- 
tion. This fact obviously 
calls for a light treatment 
of the ceiling and thus Sun- 
tone was used. This not only 
provides adequate reflect- 
ing power but adds a note 
of warmth, as this color 
closely simulates sunshine. 
The green on the walls 
serves to complement the 
Suntone and make the place 
seem cool and_ inviting. 
White was used on the 
doors to create a frame 
effect for the large photo- 
mural in the center. 
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% | AM very much interested to note the change of 
name of your publication from the OFFICE EQUIPMENT 
DIGEST to OFFICE MANAGEMENT AND EQUIPMENT, 
and am particularly happy to learn that the scope of cov- 
erage is to be broadened to include all phases of office 
management. Certainly with the multiplicity and com- 
plexity of problems with which office executives are faced 
these days we cannot have too much information of a 
factual nature. Moreover, rapidly changing conditions 
related to the end of the war and the readjustment period 
have created new problems and new trends almost over- 
night. It is extremely important that the office executive 
have the means for keeping in touch with these develop- 
ments and trends. The proposed plan for your publication 
should help to fill that need. 

E. H. CONARROE, 

Associate Manager, 

Policyholders Service Bureau, 

Metropolitan Life Insurance Co.: 

President, National Office 

Management Association. 


%& CONGRATULATIONS on your adoption of a new 
name for your very interesting magazine. | have noticed 
for some time the very considerable broadening of the 
scope of the articles in OFFICE EQUIPMENT DIGEST 
and feel that the new name OFFICE MANAGEMENT 
AND EQUIPMENT is really what your publication has 
become. 

There certainly should be sufficient material available 
from time to time dealing with office management and 
equipment to enable your publication to prove to be a 
valuable help to office managers as well as to men in the 
equipment field. 

Best wishes for your continued success. 

R. H. STUEBING, 
Union Central Life Insurance Co., 
Cincinnati, Ohio; Chairman of the 
Board, National Office Manage- 
ment Association. 


%& | NOTE that OFFICE EQUIPMENT DIGEST will be 
broadened in scope and appear under a new name. 
This, of course, is a very timely thing to do in coinciding 
with the start of new programs in all lines of endeavor 
casting behind us the memory of the recent past and 
pointing to new heights. 

| have a very high opinion of OFFICE EQUIPMENT 
DIGEST and have obtained a great deal of help from its 

ages. It would not have occurred to me that this valua- 

le magazine needed broadening. | am looking forward 
to seeing it in its new form and under its new name. | am 
sure it will be a great magazine and a standard for office 
management. 

| take pleasure in extending the very cordial good 
wishes of the National Office Management Association 
for a very successful career of prosperity and continued 
usefulness. 

May | also express on behalf of the Champion Paper & 
Fibre Co. the highest regards and good wishes? 
H. NELSON MOREY, Champion 
Paper & Fibre Co., Hamilton, Ohio; 
Vice - Chairman Publicity - Publica- 
tions Committee, National Office 
Management Association. 
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They Like the Idea... 


% | think OFFICE MANAGEMENT AND EQUIPMENT 
is a much better name for the magazine. Certainly the 
times are just about right for undertaking to do the kind 
of thing you are talking about. 

ALVIN E. DODD, 

President, American Management 

Association 


% CONGRATULATIONS upon the good judgment you 
have used in changing the name of your publication and 
enlarging upon its scope. The reputation which your 
OFFICE EQUIPMENT DIGEST has earned is well known 
to many progressive office managers and | believe this 
will add prestige to the articles published in OFFICE 
MANAGEMENT AND EQUIPMENT. There will be 
many subjects new to office management that we will 
look forward to seeing in this publication. 

O. J. MeMUNN, 

Duquesne Light Co., Pittsburgh, Pa. 

Chairman, NOMA Research Committee 


te CERTAINLY any title that broadens the scope of the 
contents of your publication is a step in the right direc- 
tion. Practically all major items of office equipment today 
involve problems of procedures, systems, and manage- 
ment. Discussions of the equipment are incomplete if 
they do not aid in solving related as well as immediate 
problems. Your move is a step in the right direction. 

P. A. LAWRENCE, 

Methods Research Division, Burroughs 

Adding Machine Co., Detroit, Mich. 


te SCIENCE and mechanical inventions and develop- 
ments are rapidly changing our methods of living and 
working. The men in the service won the war because 
of superior equipment, training and leadership. They will 
expect the same in civilian jobs. A well informed office 
manager will be in a better position to assume his re- 
sponsibilities and keep pace with progress in other 
dentinal of business. OFFICE MANAGEMENT AND 
EQUIPMENT, reflecting as it does progress in all phases 
of office management, is a valuable source of informa- 
tion. 

L. L. DUNCAN, Office Manager, 

Shell Oil Co., Inc., Detroit, Mich. 


% YOUR decision to broaden the interest of your maga- 
zine is highly commendable. The new name is a go 
one, completely appropriate to the wider field. You 
will be rendering a most valuable service in taking the 
word of good office practice to more businesses and 
people. ; ; 

In the anticipated business world of higher salaries and 
costs, economy and productivity are bound to play 
dominant roles. Ways and means of securing them will, 
therefore, be of utmost urgency. | hope you will devote 
a very substantial part of your experience summaries to 
the small office. Help in that quarter is needed. Your 
assistance will be received with eagerness and interest. 

ROBERT P. BRECHT, 

Wharton School of Finance and 
Commerce, University of Pennsyl 
vania, Philadelphia. 


(Turn to page 56) 
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Signal Corps photograph 


Tight quarters, but efficient! In a mobile Machine Records Unit, housed by” the 
army in 10-ton vans for Pacific area service. 


‘What War Has Taught 
About Office Layout 


By Kenneth H. Ripnen 


of Kenneth H. Ripnen Co., Inc., New York 


% ON the credit side of war is the fact that it 
served in many ways to jolt us out of our inertia 
and make us do some progressive thinking along 
certain lines. Certainly in our mobilization of 
men and materials to create a deadly war ma- 
chine, the war revealed to us an undreamed of 
potential in production. If the productive capacity 
we exhibited through the war can be turned into 
the satisfaction of peace-time requirements, then 
a utopia on earth is not far off. 

In the process of production for war and (we 
hope) in the continuance of that production in 
peace, office executives have had imposed upon 
them an added responsibility in the administration 
of greatly expanded organizations. The layout and 
equipment of the office has had first to expand in 
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size to parallel expanded production and then had 
to accomplish the miraculous in continual reor- 
ganization. 

Flexibility is the most important objective of 
progressive thinking and doing in the field of 
office layout and equipment. In many an organiza- 
tion, layouts had to be changed overnight, equip- 
ment procured, and, when inevitable shortages of 
supplies and equipment developed, provision made 
for the accommodation of second and even third 
shifts of office workers. 

These emergencies called for quick decisions, 
the collection of additional information, the 
assumption or delegation of authority, and a 
change-over to new methods. The old principle of 
giving the office layout and equipment job to Joe 
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was completely out during the war, as “top side” 
moved in to handle this problem—until they dis- 
covered that they had too much else to do and 
turned this important task over to those especially 
fitted by training and experience to take care of it. 


The open area 


In providing for the office layout necessary to 
war production and direction, new offices were 
built and old ones modernized. The office layout 
most commonly selected was a large open area, 
affording the required flexibility, combined with 
private offices and specialty rooms. The old, 
rigidly fixed office layout, all broken up into de- 
partments by fixed partitions, proved an obstacle 
in taking care of the many and rapid changes 
required by conditions no one could have foreseen 
or planned for. The open area office layout was 
made thoroughly practical through the installa- 
tion of over-all lighting of uniform intensity, year- 
round air conditioning, and sound control. 


For the partition-conscious 


Old-school partition-conscious department heads 
and others with justified requirements for tail- 
ored-partition office areas were satisfied through 
the installation of movable screening, demarka- 
tion by rows of filing cabinets, or by removable 
partitions. 


Many accessories previously found in relatively 
few offices, such as chutes, conveyors, tubes, esca- 
lators, ramps, bicycles, roller skates, call systems, 
and provisions for music were provided for in 
building plan and design. Other facilities came 
upon the office scene, such as restaurants, snack 
bars, libraries, banks, employee transportation, 
gasoline service, car pooling, and even employee 
housing. 


A fine job 


The manufacturers and distributors of office 
supplies and equipment did a fine job in taking 
care of high-priority heavy demand for their 
products. 


Tying in to function 

In layout and equipment planning we saw 
greater consideration given to organization 
analysis, functional and personnel charts, work 
flow sheets, efficient procedures, and the recording 
of essential data—all in the interest of a better 
office job. 

The full effect of what the office world learned 
under the dire stress of national emergency can- 
not fail to be of value in fitting the office today to 
its peace-time job, with greater efficiency and 
with more comfort and pleasure to those who do 
the job than has heretofore been thought possible. 


Use of new building materials greatly widens potentialities of office design. 
At offices of Standolind Co., Tulsa, Okla. 


Courtesy Owens-Illinois Glass Co. 
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Only SKRIP has the patented 
“Air-Way" Flow Control Pour 
Out! 


PERMANENT 


OLD AGE INSURANCE 
FOR RECORDS! 


Records which must be preserved are best preserved with 
Permanent SKRIP. SKRIP defies the elements—scorns the 
years—lasts as long as the paper it's written on! Count- 
less unsolicited testimonials are proof that age, sun, sea- 
water—even scalding water—leave permanent SKRIP 
brightly legible. But permanency is only one of the rea- 
sons mos? offices and individuals use SKRIP. The hand- 
grip on the stockroom bottle reduces the dropping hazard 
—the exclusive Flow Control pour-out doesn't splash, 
squirt, or drip—anyone may quickly, cleanly, safely refill 
desk wells and bottles. Free-flowing, quick-drying, pen- 
preserving Permanent SKRIP in the Flow Control bottle 
fills every writing fluid need in every office! 


W. A. Sheaffer Pen Company Fort Madison, lowa 


SHEAFFER'S 


THE ONLY FLOW 
CONTROL BOTTLE 
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They Like the Idea 
(From page 56) 


% IT IS essential to correlate the two factors of equip- 
ping and managing in order to effect the desired or 
justifiable results in office administration and a magazine, 
treating effectively on these two phases, should find 
favor with and be of great value to those concerned with 
office management. 


FRED B. KELLER, 
Auditor and Office Manager, Fred W. 
Albrecht Grocery Co., Akron, Ohio. 


% IT IS gratifying to learn of your proposed broadening 
in the scope of material covered by the magazine as | 
feel this will increase its value to your readers. | think we 
need more publications in the office management field 
for dissemination of good practices and methods of office 
management. 

| shall be anxious to see your first issue in its expanded 


form. 
E. J. LYNCH, 
Manager, Office Methods and Plan- 
ning, Sylvania Electric Products, Inc., 
Salem, Mass. 


% YOU are to be complimented on your decision to 
broaden the scope of your magazine. The subject matter 
is comprehensive and of particular interest to those of 
us in the field of office management. 

It is particularly pleasing to note that you intend to 
include articles on personnel and methods. These sub- 
jects are of paramount importance to all office managers. 

our contributions to the field will be welcomed. 

Good luck and best wishes to your venture. 

JOSEPH ERKER, Jr., Office Manager, 
Bird & Son, Inc., 
East Walpole, Mass. 


% THE change in title of your magazine from the 
name OFFICE EQUIPMENT DIGEST to OFFICE MAN- 
AGEMENT AND EQUIPMENT is very interesting. 
Articles that keep office executives in touch with mod- 
ern developments in office management as well as office 
equipment should be very well received, and | think the 
decision to enlarge the scope of your magazine, definitely 
associating it with the growing office management move- 
ment, is a step in the right direction. 
. J. C. HODGES, 
Canadian National Railways, Mont- 
real; Canadian Coordinator, Na- 
tional Office Management Associa- 
tion. 


%& BELIEVE your proposed change will be of great in- 
terest to management. 

C. C. WILLIAMS, 

W. P. Fuller & Co., Los Angeles 


¥% IT seems to me that the change in name from OFFICE 
EQUIPMENT DIGEST to OFFICE MANAGEMENT AND 
EQUIPMENT expresses better the spirit of the times in 
the office. It does increase the scope of your publica- 
tion without a doubt, because equipment, however sig- 
nificant in the expansion of the office, is only a part of 
the whole office story. Working conditions, which may 
include layout and equipment, methods, of which equip- 
ment is a tool, and employees who must utilize space, 
methods, and equipment, form a unity and it is difficult 
to separate them for any emphasis. 

The war emergency has resulted in a greater recogni- 
tion of the office as a service center to the organization 
and a magazine dealing with management techniques 
can serve its reader better by articles on the whole field. 
As a matter of fact, your articles in the past have tended 
to cover the field and the new name appears to be a 
more accurate title. 

(Turn to page 62) 


Time-Savers .. . send us one! 


% TIME-SAVING method of filling in dupli- 
cated form letters suggested by Miss Dorothy 
Amiss of 1007-A Porter St., Richmond, Va., sec- 
retary to Captain John G. Volz, public relations 
officer, netted her a cash award recently, formally 
presented by Brigadier General Don E. Scott, 
commanding general, Virginia District, Third Ser- 
vice Command. 

Details of her suggestion are as follows: When 
a form letter is prepared for duplication the typist 
cutting the stencil, or the metal plate in the Multi- 
lith process, types a single dot at the extreme left 
of the space reserved for the first line of the fill- 
in. This dot of course appears on all duplicated 
copies before filling in begins, and serves as a 
guide to the typist as she inserts the form letter 
in her typewriter, thus saving the time which 
would otherwise be needed to gauge the fill-in 
space for each letter individually. 

Typing in the first word of the fill-in obliterates 
the guide dot. 


$5 FOR AN IDEA! 


%& WHAT unusual idea has been developed in your office 
recently to increase efficiency in any phase of office work? 


@ What new short cut, what gadget, what time or money 
saver which has proven its worth anywhere in the office? 


@ Send us a clear description of this efficiency-increasing 
idea—we will pay $5.00 for every such idea found accept- 
able for publication in this magazine. Be as brief as pos- 
sible. Your name and name of office will be printed with 
your idea if accepted. 

@ Send your suggestions to 

Editorial Department 
OFFICE MANAGEMENT AND EQUIPMENT 
260 Fifth Avenue, New York 
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Get Your FREE COPY of Booklet Showing How 
Filing is Made Easy... Quick... Accurate! 


5 | Most amazing Helpeverwrit- be sure that your file is a victim of ‘‘Find-i-tis” 
plot pe ten for Secretaries and File | —and this booklet shows the cure. Even if your 
f peo so Clerks in distress. It’s enter- file doesn’t suffer from ‘‘Find-i-tis’’—better get 
Sees coon ened taining, fun to read, and gives a copy and be on the safe side. Ask for it at any 
you the answer to dozens of G/W dealer’s, or write today—on your com- 
puzzling problems that so pany letterhead, please 
often cause filing grief. You’ll agree with the —to The Globe -Wer- 
many office workers who say this little book is nicke Co., Norwood, 
worth its weight in gold—yet it’s free to you Cincinnati 12, Ohio. 
for the asking. ‘*Headquarters for 
If you get that awful sinking feeling when- Modern Office Engi- 
ever you start looking for a filed paper, you can neering.” 


BUY MORE a 
WAR BONDS *Inability to find what you have filed. 


b Jetting 
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* ALINE TO BUILD ON 


Over and above the claims and counter-claims for su- 
periority in certain details, designs and finishes, stands 
the indisputable fact that Security has always produced 
steel equipment only—from this concentration on one 
> line has come a thorough “know how” which is your 
assurance of the finest product available. We suggest 
that it is to your advantage to install Security equip- 
ment—for through the years you will quite certainly 
find that it is indeed A Line To Build On. 


Yshishal cohta 


SECURITY STEEL EQUIPMENT CORPORATION - AVENEL, N. J. 
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Top Ranking Staplin 


is their middie name?! 


Each is a champ on its 
own... But for the great- 
' est stapling performance you've 
ever known—put them to work as @ team! 3 > a 

¥ When your office is equipped with the most 3 i. - 
* gatisfactory staplers made, be sure it has the advan- 33 

» tage of the best staples obtainable—SWINGLINE Speed ; 
» STAPLES sold only in the original Red. White and Blue box! : 


SPEED STAPLES - SPEED STAPLERS - 


Y Standard-site SWINGLINE Speed” <The: famous SWINGLINE Sta. a “i 
STAPLES are precision-made and é PLERS are ‘easiest. to Operate, >> 
100% Round Wire instead of flat * simplest to load; . The onive 
_,,. This means easier penetration, ~  - machines with aii mouth“ 
_ neater stapling... Alsomeansthat.".. opening wide, free and Cleat... 
they're free from the film of-excess.__ Guaranteed trouble-proaif’ > = 
~ glue which forms on strips of flat a Ee ew 
glaples. and causes clogging wij 3° ae 
“Uniform in every regpect—and full: si et ope 3 
» Count + Sgeapens 


SPEED PRODUCTS COMPANY, Long Island City 1, New York 
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your dealer--" 


"Buy from 


For wartime 
words— 
with peacetime 


meaning 


Consistent Blaisdell advertising through 
the wartime days was planned to make 
those words mean more business for 
our dealer friends when normal times 
are here again. 


When, at times, they have been unable 
to supply items in the quantities you 
have wanted, we know you will under- 
stand it was due to demands of the war 
effort. 


Your consideration for Blaisdell deal- 
ers has helped to speed the day 
atlas when Blaisdell CHINA MARKING, 
ae ote am “CELLOPHANE,” METAL MARK- 

PULL the paper ING, LABORATORY and CHECK- 
"U.S. Pen, Me. C788008) ING PENCILS will be available in 
unlimited supply for every marking 
and checking purpose. 


S/ais0e/ PAPER PENCILS 


Si/aisOe/7 PENCIL COMPANY, EST. 1893—PHILADELPHIA 44, PA. 


* Reg. U.S. Pat. OF. 
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DESCRIPTION 


Equipped with 74" hardwood 
seasoned BIRCH TOP, continuous 
piano hinges, patented new style 
drop leaf arms and easy rolling 
casters. 


DIMENSIONS 


Top 142 x 18—2 drop leaves 
9 x 142 making an overall of 36" 
Shipped KD—Easy to assemble. 


FINISH 


Legs baked GREEN enamel, tie 
rods, drop leaf arms and hinges 
plated. Top natural birch. 


No. 1418 MONARCH 


T H I S attractive practical stand is so de- 
signed and constructed making it the outstanding 
MODEL OF MODELS. 


Like all Maso tables our line is richly and smartly 
designed to match the good taste of modern offices. 
This stand is ruggedly built of steel throughout to 
insure long years of trouble-free service. The skilled 
craftsmanship and finest quality materials which go 
into this stand give Maso the three essentials of fine 
office stands—Comfort, Efficiency, ‘Beauty. 


Since ample leg room is very essential for comfort 


our engineers have solved this problem by the use 
of heavy gauge 1" tube steel, /2" solid steel rods 
and correct design. We have eliminated the faulty 
lower stretcher which has always been a detriment 
to leg comfort. 


MASO STANDS - FOR OFFICE WORKERS 


One of the most valuable lessons learned by em- 
ployers in recent years is the importance of making 
workers as comfortable as possible. Employees who 
tire easily cannot perform at top efficiency. A correct 
stand plays a major role in fighting fatigue. 


Largest Manufacturers of Typewriter & Utility Tables in the World 


MASO-STEEL 


418 SO. CLINTON ST. 


418 So. Clinton St. 
3415 W. Cermak Road 


MASO MAKES THE BETTER ONE 


Write for circular describing our complete line of 


typewriter and utility tables. 


Created Designed and Developed by 


Factories 


Chicago 


PRODUCTS 


Engineering Dept. 
21 E. Van Buren St. 
Chicago 


CHICAGO 7, ILLINOIS 
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FOR 
LITTLE 
GIRLS 


\) 


a i Ef 
CARBON PAPER 


that's why good typists 


A at 


choose 


KEEN-RITE 


and 


SUPER-TREATED 


Both the popularly priced 
KEEN-RITE and the de luxe 
SUPER-TREATED brand are 
made by a special process 
to prevent curling and smudging. Every typist can now 
get clearer, cleaner copies along with maximum wear. No 
more unsightly erasures and no more soiled hands from 
handling. 


The famous patented “Carbon Gripper" —« 
in every box of Codo Super-Treated, 
Super Kote and Keen Rite. 


Codo 


529 South Franklin St. 


MFG. corr. 


” _— 


Factory: Coraopolis, Pa. 
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They Like the Idea 
(From page 56) | 
You ask for any suggestions | might have. | should like 
to see a column of oftice short cuts, work simplitication 
ideas, and gadgets in brief paragraph form. Of course, 
it has been done before and | suppose it is a difficult 
column to assemble. Office managers, however, are 
always interested in suggestions about a variety of rou- 
tines and they often find them even more usable than 
longer articles. 
| want to wish even greater success and service under 
the new title. May you continue to cover the whole field | 
in interesting fashion. 
CHARLES O. LIBBEY, Head, 
Office Methods Staff, 
Tennessee Valley Authority, 
Knoxville, Tenn. 


Architect Is Retained 
For Branch Office Planning 
EDMUND G. KRIMMEL, well-known Phila- | 

delphia architect and city planning authority, | 
has been retained by Addressograph-Multigraph 
Corp., Cleveland manufacturer of business equip- | 
ment, as consulting architect, company Officials 
announced today. 

Mr. Krimmel’s services will be utilized in the 
planning and physical set-up of new quarters and 
the modernizing of existing facilities of the vari- 


Edmund G. Krimmel 


ous sales and service agencies of Addressograph- 
Multigraph throughout the nation. 

Retention of Mr. Krimmel in this capacity sig- 
nalizes the beginning of a program that Addresso- 
graph-Multigraph Corp. believes will enable it to 
insure proper atmosphere and effective employ- 
ment of available space in its branch offices. 

In addition to being an accepted authority on 
city planning, Mr. Krimmel has been the master 
architect on several large-scale government and 
privately financed projects in the Philadelphia 
area. 


October, 1945 


————— 


a bis ee i ga ee a eee ae .—  - fae = <i D> eee 
z= a. = a a a eee | ‘Sa Pies) aan 
cs a a ee. . i a oe hag ; ‘ i , ; 
eee "I a ea c ' oo a : Z 
ae z 
* a bs 2 i 
’ 
(SUERTE EE RR Re LSS SLANT 
SES 
5 = . a . ' x q > 
{ yf, wl 
‘a ny wo S et ape. « 
a 5) — Z », ' 
: i“ P 2 § 1 
“, ; <= i ' 
9 4 4 > = 3 ° 
2 ~~ ; ; 
a aa a if 
Bi: et = ie 
a ; 4 
_ x —s L, i 
#5 \ A 
= a © - ; ee ie wes 
j — Ly 
, f 
By ee 
‘ 
: oe SA SS aa ee, - ag ie ae. = . ee ! 
- | Bao™ . aearoe Se ae = 
eee pe es ee bie Sis * ~ ieee: Ra" : 
en ae - 7 ee = ss A ees ae Ty ; 
capes _—. = TT eee 7 Pe AS a 
oo ae a y wr ae es e 
; == {Kthhll| = <= = ei | 
— = ok ee ne +. s a 
q | — + ee 
iB ‘ ae (3 2 te ee, ri —* Ba 
: A “ Mg i 7 a - 
*. : ay ‘ie Heres. r & = 
eae Bee Hill || = : eee Ae Gey va 
@ ) ee ~ 7 ee Re 
ie ae ee |i} mes eee ea oe Ls aes 
2 = foe es “ Weel ° pA ee: ce us is Bolt 
@ oe . ~= — Oe a 
=e : a ee || : ce a a= 
a = wa as. - eo _ coe ies ‘ 
Eoh a fii a 2 . oe . “> ae oo 
ai mre f 5 25-7 te Be . 
5 2% an - | oe i 
eS ns ged 3 
* > —= ge 8 —< i} te, et . i : 
an : <2 - ro * a ‘ x po = 
fait es 3 
© 
Tee a 
ae 
s 
ct vv 
ae ¥u 
= mw, 
ro ~S 
Pe 
eS 
a J :' ce ee a 
ae ei 
7 he 
ie ; 4 
2 ae ; a 
i = : | 
| ae a a 
a A - 

a Bey “4 a a J 
ra : aa o. : a ea ey a = e ae : os oe oer, 
o ez ae ee Ps Poe ae 7 = 4 ee i ape 
> ie 7 a , a0 eee oie cc = oS 


i aa te es ous 


When an Ace Stapler clicks a tiny piece of 
wire is driven out, penetrating and securely 
fastening, up to 40 sheets of average weight 
paper. But, did you ever stop to think how 
these staples are made . . that they must be 
tempered just right..that they must be 
rigid enough to prevent buckling yet not so 
highly tempered to cause them to break. 


Long ago Ace Engineers developed a 
process which gives Ace Staples the exact 
degree of hardness and rigidity. To accom- 
plish this engineering feat the grain of the 
wire is compressed on two sides, giving 
greater tensile, penetrating strength on the 
outer edge just where it is needed most. 
Hand inspection insures accuracy and per- 
fect alignment. 


SOLD THROUGH DEALERS EXCLUSIVELY 


FIG. 1 shows a cross section of an 
ALL-ROUND Steel wire. Ace uses 
only the finest quality, precision 
made, accurately drawn-to-size 
steel wire. 


FIG. 2 shows the ALL-ROUND steel 
wire after being treated by the Ace 
brocess. This gives maximum strength 
on the outer edge where it is needed 
most. 


ACE CLIPPER 


a 


ACE PILOT 


itt 
CHICAGO 
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**+ @nd in the case of 


Ri 
ing Binders, Feldco Proves 


tention, 


FELDCO Loose Leaf CORP. *itis"24i88 


NEW YORK « 25 CENTRAL PARK WEST - PHONE CO-5-0282 + PACIFIC COAST - 788 MISSION ST., SAN FRANCISCO - PHONE DOUGLAS 8563 
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Caught tn a buying rut? 


Maybe it was good policy, when sup- 
plies were scarce, to stick by one source of 
supply — even when full value was lack- 
ing. But isn’t it time to get out of that buy- 
ing rut? 

For instance, have you investigated the 
advantages of Webster’s Micrometric Car- 
bon Paper? A numbered scale, actually a 
part of each sheet, helps your secretaries 
and stenographers in five ways. This ex- 
clusive feature does not add one penny to 
the price to you. 


Constant research has helped to build 
quality and durability into the complete 
line of Webster products. That’s a good 
thing to remember the next time you order 
carbon papers and typewriter ribbons; du- 
plicating carbon papers and accessories; 
carbon paper ribbons for photo-offset 
work; ribbons and carbons for Elliott- 
Fisher, Addressing, Adding and Interna- 
tional Business Machines. Consult your 
nearest dealer or write F. S. Webster Co., 
9 Amherst Street, Cambridge 42, Mass. 


WEBSTER’S 


Carbon Papers and Typewriter Ribbons 


October, 1945 OFFICE MANAGEMENT AND EQUIPMENT 65 


at ae v0, 40d 4 
\\ . a SA 
1 v we LS =. a i) sal Wa v sae “ Hw 4 5 
a f. A iy Se 0 cil . 
ie MI ee! We), 0 Yt Mtg 
I jwaet YT ae i) Oe) ee | ‘ , 
Wales on tes _~” — a M 
‘ug " bee |S fe 
i d y \ector i, ee 4 - A A 
: ‘Be Ny r oe "7a 4 ‘a ; i : 
ye fe a A, fe! Te 
yee se 4 y ss Ps m a i p iy o% ee, , 
"oe : ~ wr . uw A) a % ; 5 - —— ! 
a (wy \ 
if ty "Oat | bs Oo Pde) = le «HEP | 
—" . 4 i. tan 4 D R) sy zs : a. a ; 
‘| " ee yas > 0 . ; a 4 

-  ~f\ We Ey ts S A a ne 
ee, ete Fae 44 ~ Oi ae j 
io ary y us! 1, wee oak) it ln. P/ “a 
, 0 : wf io én ‘ 4 
Pal lee & 
| a 
| & 

—_ —_ 
a a | & - = a a ene es.  # Sia a ms: — = eet %: 


r —_——_—_—_ — sai 
DOMORE CHAIR COMPANY, INC. 
l DEPT. 902 ELKHART, IND. 
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@ Priceless... not in actual dollars, because Do More Seating for the office 
staff will cost just about what you would expect to pay for any good chairs ... 
But, it’s priceless in value because in addition to encouraging good posture, 
Do/More chairs are installed and fitted to the user by men who “know how.”’ 
If you or other associates in your office show undue fatigue, 
this may be traced to improper sitting posture. Do/More 
Seating helps improve posture, and the Do/More man will 
demonstrate this in your own office without cost or obli- 
gation. Mail coupon for interesting literature and name 
and address of your nearest Domore agency. 


I 
Please send me (without cost or obligation) folder, ‘For Distinguished Service.” 
Name ae om sieriiewmninisel 
ne | 2 
ee State a ee I 
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JOSHUA MEIER CO. «1 


 36E. loth Street, Ne New York 3, N. Y 


se 


V.P.D. 

TRANSPARENT 
PLASTIC 

ENVELOPE 


For Price and Memo Ring Books 
(ILLUSTRATED AT LEFT) 


=. -eO oe _. 
Cote lela i 
. ‘THERMO- WELDED Be 


(PATENT PENDING) 
“4 


Rook Be ; Now Thermo-Welded on 3 Sides 
i Tor Ring AS, hes (PATENT PENDING) 
a. LAY i 
a ECTIVE + DiSP 
eS VISIBLE * « PROT 
‘ erANT EXHIBIT MATERIAL ee The most modern on the 
= {MPO sENTATIONS * ‘GRAPHS -_ market today! Youcouldn't 
° SALES & ADVERTISING PRE eas PRICE LISTS ‘aS use anything better for 
VICE DA : ras 
PHOTOGRAPHS ° SER ‘ wy 
TESTIMONIALS, ET Par 


visible protection of price 
and ring book pages. Note 
the outstanding advan- 
tages listed above on the 
counter-display insert that 
comes in the envolpe. For 
range of sizes and prices 

write for new catalog. 


ES 
NOTE THESE IMPORTA NT FEATUR 
i new cellulose accuate. 
+ Made of beautiful, — clear, — nt 
; mae the ting book. Says flat, straight pac ~ 
pear fi te ty, compactness and lasting pt 
« Ideal thickness for durabili 


Patent ing. 
P.D. pe Mark). A quality advertised product. pendi 
+ Made byV- P.D.(ree: paws 
» Made in all peice and memo boo siz 
° Non-combustible. 


V.P.D. 
TRANSPARENT 
PLASTIC 
FOLDERS 


(SKETCHED AT LOWER LEFT) 
Two thermo-welded edges! Double reinforced with attached transparent 


flap! The last word in transparent plastic folders! Full description and 
prices in our catalog. Write for it today 


J Just off the press...our new 24-page 
\ | catalog showing our complete line 


of Transparent Plastic Holders, 
\ Covers and Cases. 


t 
e 


Write for Catalog 45-C 
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KIL-KLATTER absorbs sound and 
typing shock. Made of famous OZITE All- 
Hair Felt with treated top to prevent ma- 
chine legs from digging in, and 
non-skid bottom for extra 
safety. Size 11x 13 in. fits 
all typewriters and many 


other office machines. 
STATIONER’S 
or 
AMERICAN HAIR & FELT COMPANY OFFICE SUPPLY 
Merchandise Mart + Chicago 54, Ill. DEALER 


Color at Work 
(From page 51) 


of providing complete environmental harmony in 
offices assumes great importance. 

This harmony can be found in the scientific 
application of color dynamics, which has been 
tested in actual practice for over a decade. Then 
years ago color engineers, working with hospital 
authorities, discovered that color had certain 
power and energy which could be used to assist 
patients in their recovery. Hospital painting was 
reduced to a scientific basis by using color as a 
specific—that is certain colors were used in cer- 
tain areas to achieve predetermined results. This 
color system became known as color therapy and 
led to the introduction of the principles of color 
dynamics to help promote efficiency and comfort 
in business and industry. 

Certainly if the scientific use of color has 
proven to be a valuable stimulant in industrial 
plants, as it has, the same principles can be ap- 
plied with equal effect in offices. By adopting the 
same basic color concepts by which war plant 
workers benefited from the power and energy in 
color, the office can use color to accomplish the 
following: 

1. Build institutional prestige among the 
visitors to the office. 


2. Help safeguard the health and welfare of 
employees on the job, and provide for 
their safety. 

3. Reduce the nervous tension among em- 
ployees arising from eye-fatigue. 

4. Increase the morale of employees by 
transforming their surroundings into an 
environment that radiates energy and 
cheer. 


Color Selection Rules 


The selection and placement of colors for offices 
should be governed by the type of activity carried 
on in each room and by the geographical location. 
If the rooms receive cool light from the North or 
East, use of warm colors such as yellow, orange, 
and red are indicated. On the other hand, south- 
ern or western exposure calls for the cool, or blue 
colors. 

Color can be used as an effective natural 
illumination auxiliary. For example, if strong 
light comes into the office from one direction, it 
can be equalized by using two or three wall colors. 
If an office receives too much warm light from the 
South or West, the walls opposite the windows can 
be painted in a medium or darker color of gray- 
green, blue-green, or other cool color. This will 
reduce the glare and diffuse light equally to all 
surfaces. , 

(Turn to page 70) 
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Parker Quink 


Have you ever made a test to find the best ink 
for your office? 

Try it... you'll find there’s a world of dif- 
ference in inks. Some gum and clog, some 
fade easily, some will ruin pens and equipment. 

But you will find that Parker Quink pre- 
vents metal corrosion and rubber rot because it 
is the only ink containing pen-protecting solv-x. 

Solv-x actually stops pen troubles before 
they start! 

Quink with solv-x is America’s biggest selling 
ink—a brilliant, smooth-flowing, fast-drying 


Copr. 1944 by The Parker Pen Co. 


PARKER QU/NK 


with Solv-x! 


writing fluid that is ideal for every office use. 

Quink won't fade! Even after hundreds of 
hours in blazing sunlight, records written with 
Parker Quink stay clear and sharp. It resists 
water—it photographs perfectly! 


And it costs no more than ordinary inks! 
Give Quink a trial—see for yourself why it is 
“standard equipment” in so many big offices. 

Full range of colors; 7 permanent, 2 wash- 
able. At all good dealers and supply houses. 
The Parker Pen Company, Janesville. Wis- 
consin and Toronto, Canada. 


FREE: 


Attractive, colorful booklet 
that shows-all, tells-all about 
Quink with solv-x. Filled with facts, photo- 


graphs, and testimonials . . . proof of Quink’s superi- 
ority. A handy selling aid you'll want to show your 
prospects! Write The Parker Pen Company, Dept. 
7, Janesville, Wisconsin . . . for your free copy today! 


Uhe only ink cniltining SUUK 
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lm, 


Goo signals and 


maptacks never forget; 
they make existing 
systems more efficient; 
speed operations. 


Right now and for the 
days ahead, it is very 
important that man- 
agement keep its house 
in order...its busi- 
ness under control. 


Use Graffco signals 
and maptacks to vital- 
ize your records and 
charts. Ask your office 
supply dealer. 


GEORGE B. GRAFF 
COMPANY 


54 Washburn Avenue 
Cambridge 40, Mass. 


‘Keep. BUSINESS = 
. Under Controt s 


DANGER SIGNALS AHEAD? TELL HIM ABOUT 


" CELLUGRAF 
SIGNALS 


MAPTACKS 


OFFICE MANAGEMENT AND EQUIPMENT 


Color at Work 
(From page 68) 


Correct color placement can be used to change 
the apparent proportions of offices. Long narrow 
rooms can be made to seem wider by using darker 
colors on the end walls, and lighter color on the 
side walls. The squareness of offices can be elimi- 
nated by painting the wall opposite the window in 
a color value different from the other three walls. 
High office ceilings can be made to seem lower by 
painting them light shades such as cascade blue. 


Harmonizing Colors 


Reception and waiting rooms are important in 
any Office and should receive careful color consid- 
eration to reflect accurately the spirit and char- 
acter of the business. Color combinations in good 
taste and efficiency are essential for these rooms. 
A general rule to follow is to treat the wall 
opposite the window and the ceiling with a fairly 
dark color value, and the other three walls a 
lighter value of the same or harmonizing color. 

Prime consideration in private offices for color 
requirements are the exposure of the office and 
the need for proper reflection of light. These are, 
of course, tempered by the personal choice of the 
occupant, inasmuch as the comfort and conve- 
nience of only one person is concerned. 

Conference rooms are usually much longer than 
they are wide, and this effect should be equalized 
by color correction. Here are two typical color 
suggestions for conference rooms, based on the 
principles of color dynamics: 

1. Treat end walls in a medium value of grayed 
blue-green; side walls, a light value of the same 


color; ceiling, a cheerful light yellow; trim in 
natural wood finish or the color of the end walls. 


2. Finish the end walls in medium brown and 
the side walls a light beige. The ceiling should be 
a tint of green with trim in natural wood finish 
or the color of the end walls. 

Color planning for the general offices should be 
guided by the prime objective of creating better 
mental attitude and physical well being of the 
employees. Of first importance is selection of 
color sufficiently light in value to diffuse illumina- 
tion properly to the working level. The next 
consideration is to treat the walls facing the em- 
ployees in soft, cool colors such as green or blue- 
green. To prevent a too-cool effect and to create a 
greater atmosphere of cheerfulness, one or more 
of the other walls, such as the end wall, might be 
finished in a warm sunny yellow, light peach, or 
in a tint of rose. Because it is usually not neces- 
sary to reflect the maximum amount of light in 
offices, the ceilings may be finished in darker 
tones, which are more restful to the eyes than 
colors of light value. 
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*Mimeograph, Adding, 
Check-Writing and all other 
Business Machines as well. 


It will pay you to look into the 
possibilities of what the Aja-Dip 
Machine and MAGNUSOL can 
do for you. Ask us to send you 
complete details. 


J 


PUT Speed IN YOUR TYPEWRITER* CLEANING... 


Above — for typewriters. 
Right — for mimeograph 
machines. 


And Get Better, More Thorough Cleaning 
with NEXT TO NO HAND BRUSHING! 


iia sipiiirelioes (and all other business machines) requires more 
than the soaking action of an active cleaner if you expect any kind of 
cleaning speed, and want to avoid a lot of hand work. You need really 
effective agitation, such as is provided by the 


a _ Magnus TW Aja-Dip Cleaning Machine 

, (Patented ) . : 
which assures speedy ‘ait thorough cleaning. Moving the work up and 
down IN the cleaning solution 84 times a minute, results in a vigorous 
“shearing” contact of the solution with every part of the unit being cleaned, 


- including those small interior recesses and openings which ordinary soak- 


ing does not thoroughly reach. Up to 12 typewriters or similar units can 
be cleaned per hour in this new machine, using the regular MAGNUSOL 
cleaning solution. 


This unique new machine, holding two typewriteis or similar units: at. 


_ a load, will clean them thoroughly in from 10 to 15 minutes, compared | 


with 20 to 30 minutes when cleaned by the old manual method. Impor- 


tant, too, is the fact that loose dirt or erasings do not have to be blown of 


before cleaning is started, and next to no. hand ‘Sram is ‘Tequired when 
a typewriter is removed from the machine, ; 


MAGNUS CHEMICAL CO., 12 SOUTH AVE, GARWOOD, XJ 


Cleaners and Machines 
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with all the advantages of 
ring binding .. . plus new economy 
and new features. 


Here is a new type of loose leaf binding with closely 
spaced rings for extra protection against sheets tearing 
out. It is strong, but light in weight . . . opens, closes, and 
handles easily . . . grips and holds sheets of all kinds 
securely. Great for today’s thin paper! 


The applications of “NUMER-RING” in days to come 
will be many and varied . . . catalogs, price lists, data 
books, manuals, visible, ringbooks, pay-roll books, and 
a host of others. Meanwhile it is becoming available in 
stock covers and can be “tailor-made” in an assortment 
of styles and materials to meet your specifications. 


Ask Your Stationer 


ee eee 


Staggered rings make sheets Neat in appearance — light in Closely spaced rings for extra Ring arrangement allows sheets 
turn without friction and sim- weight. Price comparable to protection against sheets tear- to be assembleti with visible 
plify insertions. Equipped with least expensive loose leaf ing out. Contents lie flat when margins. Light gouge rings with 
an easy-opening device. mechanisms. binder is open. accurately matched joints. 


A PRODUCT OF NATIONAL BLANK BOOK CO., HOLYOKE, MASS. 


a 
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Top off your good work on your Payroll Savings Plan 
with an outstanding showing in the Victory Loan—our 
last all-out effort! 


Help bring our boys back to the homes for which they 


In rallies, interdepartmental contests, 
and solicitations, promote the new Franklin Delano 
Roosevelt Memorial $200 Bond! Better than “cash 
in hand,”’ Victory Bonds enable the buyers to build for 
the future—assure a needed nest egg for old age. 

Keep on giving YOUR MOST to the Victory Loan! 
All Bond payroll deductions during November and De- 


The Treasury Department acknowledges with appreciation the publication of this message by 


Geyer’s Publications 


fought—and give our wounded heroes the best of medi- 
cal care—by backing the Victory Loan! You know your 
quota! You also know by past war-loan experience that 
your personal effort and plant solicitation are required 
to make your quota. 


Sell the New F.D. Roosevelt Memorial $200 Bond through your 
PAYROLL SAVINGS PLAN! 


cember will be credited to your quota. Every Victory 
Bond is a “Thank You” to our battle-weary men overseas 
—also a definite aid in making their dreams of home 
come true! Get behind the Victory Loan to promote 
peacetime prosperity for our returning veterans, 
your nation, your employees-- 
and your own industry! 


This is an official U. S. Treasury advertisement prepared under auspices of Treasury Department and War Advertising Council 
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Orienting Newcomers 
(From page 42) 


salary level. This is not an automatic increase plan and 
an increase is awarded only if a person’s performance merits 
it. 
Promotions 

Whenever a position opens up, the department heads con- 
cerned confer with the personnel staff to discuss whether 
there is some individual obviously qualified for promotion to 
the job in question by reason of training and experience in 
the same or another department. When no such obvious 
candidate is available, we sometimes post on the bulletin 
boards a notice of the vacancy, listing the job description, 
the salary, and the required qualifications. If you are 
interested and believe you have the requisite ability and 
experience, get in touch with the Personnel Director. 


Personnel Assistance 

Your department head is a genuinely interested and val- 
uable accessory to your career in the Institute. Look to 
him or her for sympathetic guidance in learning your job. 
Go to him or her at all times with your questions and re- 
quests, your worries and “gripes.” The Personnel Direc- 
tor, Anne Cronin, is another willing source of assistance. 
You can be sure that your problems will be handled with 
sincere consideration for your personal interests, and in 
confidence. In addition, feel free to approach any executive 
of the Institute for counsel, advice, the airing of grievances, 
or the making of suggestions. 


Next comes the section, “Your Very Good 
Health,’ under which is discussed in detail the 
Institute’s cost-free health program for employees, 


which includes the services of a medical adviser, 
annual physical examination, and membership in 
the Associated Hospital Service and the Group 
Health Cooperative. 

This section also explains the accident insur- 


-ance provided under the Workmen’s Compensa- 


tion Act, and the Retirement Income Plan set up 
by the Institute for its staff members. 


Rules and policies 


The closing section of the booklet, headed ‘On- 
the-Job Routine” is a veritable ready-reference 
encyclopedia of Institute rules and policies cov- 
ering employees’ work. Topics discussed are 
“Hours of Work and Holidays,” “Keeping Time,” 
“Absence,” “Sick Leave,” “An Afternoon Pick- 
Up” (3 o’clock milk, fruit-juice, or ice cream), 
“Telephone Calls,” “Change of Address,” “Closing 
Time Chores,” “Your Pay,” “Your Old Age Pen- 
sion Tax,” “Withholding Tax,” “United States 


Saving Bonds,” “Overtime, “Dinner Money,” ““Va- 
cations,” “Sponsors” (function of “floor sponsors” 


in introducing newcomers and getting them ad- 
justed in their jobs), “Weekly News Sheet,” “Men 
at Work” (RIA’s field division monthly), “Bulle- 
tin Boards,” “Rest Room,” “Recreation Rooms,” 
“Extra-Curricular Activities,” and “Suggestions” 
(an appeal for employee ideas on work improve- 
ment). 


Junior and Senior High 
School Students— You ma 
enter any work done with 
drawing ink in your class- 
room for competition in any 
of these fields: 


Mechanical Drawing and Produc- 
tion Illustration 

Free Hand Drawing in Black and 
Colored Inks 

Cartooning 


Valuable extra awards are 
given by a local department 
store sponsor in your area. 


For full details, ask your art 
teacher or write to Scholas- 
tic, 220 East 42nd Street. 
New York 17, N. Y. 


Sponsored for seventeencon- 
secutive years by the mak- 
ers of Higgins American 
Drawing oe. 


“DORIS MUST HAVE PLAYED HER 
F NEW FRANK SINATRA RECORD” 


and PRIZE—CARTOONING 1945 by MERLE BASSETT 
Glenville High School, Cleveland, Ohio 
TEACHER —Mr. P. A. Chamberlin 


30 CASH PRIZES 


CHANCES FOR SCHOLA 


AWARDS 


ENTER NOW! 
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FREE! 


EXECUTIVES 


How to Obtain Maximum Output _// 
with Reduced Office Personnel | 


This interesting 20 page booklet contains over 
a hundred definite suggestions for improve- 
ment, saving time and cutting costs in these 


departments: 


Accounting Mailing Production 

Advertising Maintenance Purchasing 

Drafting Order Sales 

Filing Personnel Shipping 
and 11 other departments 


These interesting booklets have helped many offices increase 
the work turned out by limited staffs. May we invite you to 
obtain a copy or copies from your favorite office supply dealer? 


If his stock is temporarily exhausted, please send his name with 
yours to Dept. 21A. . 


Once you try \ Ree you ll specify 


q Ss oe 


: = : ra : : : a 
Louis Melind Company 
362 W. CHICAGO AVENUE — CHICAGO 10 ILLINOIS 
NEW YORK DETROIT LOS ANGELES SAN FRANCISCO 
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ONE HUNDRED PLASTIC ITEMS 7. CAN CHOOSE FROM 
Fhiw Resstily. Srennibiate Delivery 


2560 Double Writing Set in Lucite- 
Plexiglas. DeLuxe Model. Letter & 
Envelope Holder, Perpetual Calendar. 
2 Complete with Two Fountain Pens. 


$518 Smart Writing Set in Lucite- 
Plexiglas with Perpetual Calen- 

dar. Complete with Fountain Pen. 
mottled Walnut. Complete with 


SIX MORE LUCITE-PLEXIGLAS MODELS—STARTING AT $4.00 RETAIL 
Fountain Pen. Retail $2.98. 


A COMPLETE LUCITE-PLEXIGLAS LINE 


Expensive Looking—Low in Price 


Streamlined. 


#510 Writing Set. 
Genuine CATALIN Base in rich 


These are timely Gift Items that 
your friends and business associ- 
ates will appreciate. Brand new 
in styling. Now you can order 
from the largest Lucite selection 
ever available . . . ready—NOW! 


ALL DESK and WRITING SETS 


i 20 COMPLETE DESK SETS 
peated oe es oem Model G (Illustrated) includes DeLuxe Size, 24” x 19 Genuine Leather 
Blotter Pad tooled with 22kt. Gold; 7 units with Fountain Pen. Available 


in Crystal, Amber, Rose, Blue, Green. 


$310 Lucite-Plexiglas 


$180 Perpetual 


Memo (4 x 6). With 


£760 Graceful, modern 
Bookend in Lucite- 
Plexiglas. 5 other Book- 
end models available. 


Memo Pad only. Sizes 
3 x 5 and 5 x 8 also 
available. 


Calendar. In assorted 
colors of Lucite-Plexi- 
glas. Four models start- 
ing at 50c Retail. 


Write for New 8 Page Catalog. 


ALMA PLASTICS, Inc. 


OFFICE MANAGEMENT AND EQUIPMENT 


ROOM 504, 230 FIFTH AVENUE 
NEW YORK NEW YORK 
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Always 
up to date! 


CRAM/S se ir-rEVISING GLOBES 
FOR OFFICE AND HOME 


We live in a shrinking world. Places once far and strange are now but a few flying 
hours away; and business soars on modern wings to world-wide markets .. . No wonder 
more and more business offices look upon Cram's Self-Revising Globes as indispensable 
in plotting new markets and planning business trips. Thanks to unique "'self-revising" 
features, Cram's Globes are always modern, completely up-to-date. . . . Cram's Self- 
Revising Globes make welcome additions for homes, too. Priced from $2.45 to $90.00, 
there are Cram Globes for every purse and purpose. Buy Cram's Self-Revising Globes 
from local dealers, or write direct to... 


THE GEORGE F. CRAM COMPANY, INC. 


730 E. WASHINGTON ST., INDIANAPOLIS 7, IND. 
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NO RUBBER CEMENT 
NO WAITING 
NO GUESSWORK 


£-Z Frisket comes to you prepared with 
the adhesive already on the back. You 
simply peel off the protective backing 
and it's ready for use. 


What tt ta: EZ Frisket is a 


thin, extremely 
transparent plastic film coated with 
a special frisket adhesive. 


Proc tt marke : You easily re- 


move the pa- 
per backing that protects the ad- 
hesive. You place the frisket film 
over your drawing or photograph. 
It instantly and easily adheres to 
your working surface. You then cut 
your frisket in the regular way. 


E-Z Frisket is extremely strong, cuts 
easily, makes sharp hair-lines and 
doesn’t curl at the edges. When you 
are finished you simply peel the film 
from the copy. There’s no cement 
or residue to remove and copy re- 
mains in perfect condition. 


Where ta buy tt; Your lo- 


cal dealer 
should stock E-Z Frisket. 
If he doesn’t —ask him about it. 


or order direct from 


ARTHUR BROWN & BRO. 


67 West 44th Street 


4 New York 18, N. Y. a ee 


Britain Talks Back 
(From page 39) 


good firms over a reasonably long period of time. 
It is a pity that more information on this impor- 
tant subject is not generally available to those 
interested.” 

In connection with his comment on the im- 
portance of keeping down the number of “non- 
productive” clerical workers as compared to those 
workers actually engaged in production, Mr. Ord 
turns his guns on the office equipment industry: 

“Before leaving the topic of high non-produc- 
tive ratios, there are several points worth re- 
membering. Every salesman selling office spe- 
cialties, forms, system and returns is uncon- 
sciously (or consciously) aiding the raising of 
that ratio. Every man who has a system to sell 
must add something to what already exists or he 
has nothing to sell. In general it is only addi- 
tions to paper or to system that can be sold.” 


How paper-work grows 


How does paper-work grow? Here is Mr. Ord’s 
theory on that subject: 

“Any new man in a supervisory position, any 
relatively inexperienced man in a senior job, any 
man who is distrustful of his juniors, tends to 
use paper and figures to protect himself. Any 
senior man who wishes to increase his personal 
and detailed control] must use more paper. Paper 
returns, graphs and charts are the readiest means 
of self-advertisement. That is frequently the 
basis on which they are sold. The tendency is 
markedly that way. The bigger the unit the 
stronger the tendency tends to become. 

“There should be no novelty in suggesting that 
just as much care and study needs to be given 
to the reduction of paper costs and of system and 
management costs as has been given to the reduc- 
tion of production costs. It has already been 
done, and well done, by some firms. Some Ameri- 
can businesses have done this so well that their 
achievements in reducing paper work and low 
administrative costs have not been surpassed in 
any other country..... 

“Everyone is familiar with the word ‘Bureau- 
cracy.’ Everyone is familiar with its implication 
of over-elaboration and of paper management. 
It is the spread of paper control beyond that rea- 
sonable minimum necessary to the conduct of 
good business. Everyone is prepared to expect 
the development of bureaucracy in Government 
administrations. Most people suspect bhureau- 
racy in monopolies and in protected industries. It 
is difficult to recognize bureaucracy in an indus- 
try in which one operates as a senior, or to recog- 
nize that it exists to any great degree in industry 
generally.” 
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fe was Now 1. A Mind dave if ever there was 
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Timing... from Hell to Breakfast! 


‘You may remember the morning ster thar rw Some of out wam of righty were great in 
au whe 


that hiseory making marmag of June 16° 


VICTOR ADDING MACHINE CO. 
STULL WORKING WITH RIGHT ANSWERS 


60 MPH. 
voy TOOYDS. 


DZ 


300 MPH. 


A PROMISE 


.--and we put it in 


Writing 


All Victor advertisements in business magazines, sam- 
ples of which are reproduced here, have been telling a 
story which will interest you. They point out that Victor 
craftsmen, war producers of the super-precise Norden 
Bombsight for the Army, are certain to turn out the best 
in peacetime adding machines for you. 


And soon, too! For a greatly enlarged plant (over four 
times the floor space we had four years ago) more and 
better equipment and the personnel skilled in its use com- 
bine to insure you more and better Victor Adding Ma- 
chines than ever before. 


When you think of peace, remember the precision that 
helped make it possible. When you think of adding ma- 
chines, remember “‘Victor.” 


VICTOR ADDING MACHINE CO. 


3900 North Rockwell Street e« Chicago 18, Illinois 
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Two all-purpose items in the complete 
Weldon Roberts quality line for all +: 
erasing requirements. * i 
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TRI-PLY 7 333 INDIA ik The standard all-purpose 
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. - “CUX,” the Modern 3-hole Paper Punch, js back from its Wartime job, improved in design and "struction, Thousand, 
os, Used by Treasury Army, Navy Ond Air Corps. Punches Oll three holes On sheets for Standarg 3-ring binders ing Single 
a “squeeze.” No 9uges ty Set; no Places ty Mark, Fits briefcase Or desk drawer, 
ae ¥ a 
ae "a Sheets are Punched instantly "++ Qll three holes ot one time, clean and [curate A 
= eS boon to Offices, banks, iNsurance ‘omPanies, ete. “CLIX” retails gt $3.25, Pre-wor Price, 
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REPEAT ORDERS BEST TESTIMONIAL 


Ever since Nev-R-Kurl Carbon it is the most economical car- 


Paper was introduced on the bon paper that can be used for 


market, it has emerged from . 
every exhaustive competitive first class work. Its best testi- 


test with Gying colors. Time monial is the constant flow of 
after time its unexcelled qual- repeat orders from buyers who 
ity and features have shown use Nev-R-Kurl exclusively. 


NEV-R-KURL Carbon Paper 


P Will not curl, tree wrinkle or Universal adaptation — same 
Clear Print a sox ; —, works on standard or 
ives to © more copies noiseless typewriters, billin 
ben reel per sheet by actual tests. or bookkeeping machines. ’ 
STAY , 


Tests show double life of 
average pad. 


Samples sent when requested 


Will not warp or sag. on business letterhead. 


Easy re-inking. 
Ink dries instantly on pa- 


per, but never within pad. 
Practically indestructible. 


L. 
President STREET 


ROCHESTER, Nn Y 


The Dealer says: 
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cate * “When we took on the Tempo Film Stencils we knew we had 
4 ae, oie a product with certain desirable features. But — we did not 
‘i oe * fees , : ‘ “<m i 
* ay ™ vss realize how valuable it was in building customer satisfaction 
ee ’ baa “ “ ° ° 
| ie ~=/ and repeat business. The Tempo Film Stencil sells itself — 
bes = and we have found that once a customer uses Tempo Film 
Ps < he is never satisfied to go back to ordinary stencils.” 
AS ' : 3 
e ki @ TEMPO offers the most plete line of stencils 


with or without film — WRITE FOR CATALOG. 


a AR os eH i St ne 


MILO HARDING COMPANY 


432 WEST PICO BLVD., LOS ANGELES 
317 THIRD AVE., PITTSBURGH 


Makers of the famous TEMPO FILM STENCIL 
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Save Executive Time—Cut Clerical Costs 


" @™ Use HANDIFAX Color Signaling, Visible Indexing, Visible Tabulation 
The Handifax Visible Record 


Card lends itself to all types of Join - nag 
records, makes your present rec- Pg a = 

ord serve you better at very fold, etter, 
low cost. If you want to see olders, my 
what we can do for you, send Mae _> , 
us forms you are now using. We sheet backs 
draw up forms on Handifax —— 


_ Cards without cost or obligation 
and submit to you for your con- 
sideration. 

10 Years National Use— Sa 
Write for Catalog —— 


Ross-Gould Co. 
311 No. Tenth St., St. Louis 1, Mo. 


seen. 


Handifax Ring-Binders 
for 100 to 500 cards. 


Instant Reference File Saves Time—2000 to Saves Clerical Time—20,000 card, 
Pull Out—See—Push Back 6000 conveniently at hand. for quick reference or posting. 
HANDIFAX Visible Records -- St. Loui 
| isible Kecords «+ St. Louis 


. . . for writing ease your 
desk workers appreciate 


Both base and desk set aré made of 
non-critical materials—yet you can 
depend on them to give your em- 
ployees all the well-known Handi- 
pen satisfaction. Choice of ivory, 
black or crystal glass. Set alone, with 
black or crystal glass. Set alone, 
with base, or double set with base 
a supply of these handsome sets—at 
prices to suit you. Order from him 
today. Also ask about the Steeless 
Kleradesk. 


indestructible 


tank ecide. Set Sengbusch Self-Closing Inkstand Co. 
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BIG BUSINESS AHEAD 


To keep pace with the increasing tempo of 
Big Business all company records should 
be modernized now. 


Advanced methods adapted for war-time 
needs are likewise being selected for the 
great era of prosperity ahead. 


Improve your records during the lull of 
reconversion to reap the benefits of a 
smoothly functioning organization. 


VISIBLE RECORD BOOKS 


For sales and prospect records, inventory 
and stock control, purchase records. Many 
stock forms available. Automatic and 
Non-Shift Books. Immediate Deliveries. 


SOCIAL SECURITY RECORDS 


An up-to-date series of forms—for most 
every size business. Subsidiary records and 
the orderly procedure of personnel and 
classification changes. 


CATALOG COVERS 


For post-war catalogs, sales manuals, price 
lists and other sales literature. Many 
styles and types. 


Literature on Request 


Send today for descriptive catalogs and infor- 
mative booklets on these up-to-the-minute items. 


The C.E. SHEPPARD CO.. 


44-O1 21%! Street,- LONG ISLAND CITY, N.Y. 


Secretaries all like Carter’s Midnight 
Carbon. Famous for making clean. sharp 
copies, this fine carbon paper is surprisingly 
easy to handle—never curls or wrinkles. It’s 
durable too—it wears and wears and wears! 


Take a tip from the kitten. Let Carter’s Mid- 
night Carbon help you save the time of your 


busy office staff! 


THE CARTER’S INK COMPANY 


Boston, Massachusetts 


Carbon and Ribbon Specialists 
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’ LISTO a 
THE IDEAL) «= \#4% 


CONVENIENT 


MARKING PENCIL | °°", 


Use at desk edge, 
window ledge, 
small table ... 


a ee ee ee Se | 


NO SHARPENING, LESS 
BREAKAGE, NO WASTED 
PENCIL STUBS. 


Listo—The Refill Marking Pen- 
cil—Strong and easy to use. 
When marking Tags, Stock or 
Labels, LISTO is indispensable. 


Leads are obtainable in six dif- 


THE TWIN —2400 CARDS 


™~™ * ™**. M S, MM S , , S, S, S, S, , “, “, “, “&, “, SD 


The newest most compact 
card file!... Handsome!... 
Handier! ... Saves Space! 


ferent colors. Pencil and Leads 
available now from your sta- 


tioner. 
Rock-A-File’s unique feature of 
rolling open broadside makes 
the difference. A flick of the finger 
puts the entire contents in full 
view, perfectly aligned and in- 
stantly accessible. Space is saved 
wherever it’s used—on the edge 
of a desk, small table or window 
ledge—for in use or not in use 
Rock-A-Files are only 15 inches 
long, and the width increases but 
slightly when in use. f 


LISTO “2: 
PENCIL 
WRITES ON Glass * writes on Welal 
Rock-A-File Single and Twin Card Files 


writes on Cellophane 
are available in Standard Green or Gen- 


: at uine Walnut in the 3 popular card sizes. 
: r. Order from your stationer or office sup- 
LI STO PE NCIL CORP. ply dealer. Inquire about the sensational 
ALAMEDA, CALIFORNIA i Rock-A-File Space-Saving Letter Files. 
SINCE 1921 ; 


se s ROCKWELL-BARNES COMPANY 


35 EAST WACKER DRIVE © CHICAGO 1, ILLINOS 


Single Model 
1200 Cards 
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You don't have to tussle with this pencil 
carbon. It yields at a touch. Use as sharp a pencil 


as you wish. Bear down as hard as you like. Then 


finger the carbon and see it come free—quickly, cleanly. 


Old Dutch PULL-FREE Pencil Carbon is specially 
processed to prevent clinging and sticking. . . . One 
more feature highlighting the better quality that has 
characterized Old Dutch products for nearly 50 years. 


Ask Your Old Dutch Customer Engineer 


WATERS & WATERS BRANCH 


511 Locust St., St. Louis 
Burlington, N. J. San Francisco, Cal. 


SOE 


October, 1945 


The Office 

Efficiency 
SERVICE 
STATION 


a 
BOSTON 


Sharp pencils are an invariable sign of 
an efficient office. Every manager 
owes it to his organization to provide 
BOSTON sharpener stations at stra- 
tegic spots throughout the office. 
These are the days when BOSTON 
superiority is shining like a lighthouse. 
Their sturdy quality and engineered 
precision are standing up splendidly 
under hard, continuous service years 
longer than one would expect. 


A limited number of 
Boston KS sharpen- 
ers are now being 
manufactured, all 
shipments being 
made in accordance. 


regulations. 


C. HOWARD HUNT PEN COMPANY 


CAMDEN, N. J. c 
SPEEDBALL PENS HUNT PENS 


ay 
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To Smoke or Not to Smoke 
(From page 49) 


“I think we can honestly say that the change 
has been beneficial,’ A. G. Denison, personnel 
manager of the company, told the members of the 
Detroit chapter of the National Office Manage- 
ment Association some months after the revision 
of policy. “I feel that we can go beyond saying we 
lost nothing, and can report that we have actually 
benefited. We are quite sure of the advantages so 
far as factory operations are concerned and I 
think it is fair to say that the same results have 
accrued in our offices.” 

When this magazine checked with Mr. Denison 
earlier this year, the new policy had been satis- 
factorily in force for more than a year. 

“We hesitated to permit girls to smoke, par- 
ticularly if they operated business machines re- 
quiring the use of both hands,” Mr. Denison told 
the Detroit chapter members, as reported in the 
NOMA Forum for April, 1944. “We had premo- 
nitions that they might attempt to operate a type- 
writer, or take dictation, with a cigarette extend- 
ing out of their mouths! But that difficulty just 
hasn’t appeared so far. 


“We have seen very little abuse. In any case, 
whatever the abuse, it is now right before our 


eyes. Previously we never knew exactly what its 
extent might be, consequently we probably ex- 
aggerated it in our minds. We knew smoking 0c- 
curred in the wash rooms and out of doors and 
that, of course, is costly in more ways than one. 
“T believe more liberal smoking practices among 
business concerns are gaining favor. We have had 
a number of inquiries from other sizeable com- 
panies, particularly in regard to factory smoking. 
Perhaps it’ is another change brought on by the 
war and the longer, harder hours everyone must 
work today. The tension and strain is certainly 
great and perhaps a smoke does provide a meas- 
ure of relief. If an employee feels fatigued and 
wants a smoke, he is going to have it despite any 
rules to the contrary. No one will deny that a 
smoke sneaked is a much greater time consumer 
than one taken right on the job, because most em- 
ployees can smoke and still continue work.” 


Zip Cases Now Available 
One of the first of the pre-war products now avail- 

able is the patented Converto zip case. Popular until the 
war ended production, the Converto provides double utility 
because, by a twist of two permanent screws, the ring metal 
may be removed and the zipper notebook case becomes 
a portfolio. 

Converto zip cases are now available, according to a re- 
cent announcement by the makers, the Reuben Co., leather 
goods manufacturers, 557 West Jackson Blvd., Chicago. 


~ 
America’s Finest! 
merica Ss hinest: 
FOR QUALITY OF PAPER ee ee 
AND ACCURACY HYGRADE™ 
Insist on T. M. REG. U. S. PAT. OFFICE 
“HYGRADE” QUALITY AND PRECISION 
e WOUND HARD & TRUE 
@ BRUSHED FREE OF LINT R O L L S | 
@ RED SIGNAL MARKER 
_ L. HYMAN & SON 
PLEASE MENTION bode MERCHANTS ’ 
YOUR STATIONER’S NAME 102 Prince St., New York 12, N. Y. 
A SAMPLE ROLL 46th YEAR OF DEPENDABLE SERVICE 
WILL BE SENT YOU iy 
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NATIONAL'S 


Codar- 


KING My A REAL Quality 5¢ PENCIL 


MADE IN 
FIVE DEGREES 


Sa, cca a uss == “King SD “STB Ce 223 N22 Ht 
4h 
NATIONAL'S S i) With Metal 
ip Brown 
y lind... . mn LEAD Bend 
Colored 
Pencil 
FUSE-TEX PROCESSED LEADS . BEAUTIFULLY PACKAGED 
iis NATIONAL PENCIL CO. 
Sent on Request SHELBYVILLE, TENN. 


NEW YORK 220 FIFTH AVENUE 
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; i. VE 57. cia RUBBER ‘COMPANY, a 2s. 
FounpeD 1896 The Largest Rubberizers of Cloth in the World CANTON, Mass. 


OFFICE MANAGEMENT AND EQUIPMENT 


oa ; a oe re 
4 _ ee. 
; . 5 
YS 
a 
< Zz . : 
NV Ys F 
ee 7 
. ae eta eet Vhlee Pa ' ; 
- \s) ae $ 3 cm , : 2 
eee << > | 
3 i ~« ? sexs? ct ei % : 
; r Sia pao a 4 
3 eee N \S es 4 
: " N ee, * > $ Se a | 
Z uth oo ce 4x —_ pe of 
- 5, YR be us que aH S ; y 
ee a - ash -_ 
oe OK ON % Ps 
: _ ‘ LN , q a ? i. ER B uel ; ; 
ts ‘Oita a 
~ . * +t 
. a’ MY i . 
4 | a 
re 
| 
October, 1945 ee 87 
CO — oo ee: lO Re = a 


es 


- decant. on Selt-Inkers 


Eve 


é fficiency is of paramount importance in expediting 
the flow of business. Triumph Self-Inking Band Daters 
are designed for utmost efficiency . . . the printing sur- 
face is inked automatically in the one motion used for 


stamping. Waste effort is cut down . . . marking TRIUMPH 
processes are speeded. Triumph Self-Inking Band oe eee 
Daters give you MORE for your money! A snap of the wrist does 

the complete marking job. 


Unexcelled quality and stur- 
diness are built into this 
efficient time-saver. 


The war isn’t over until our 
last Mother’s Son is safe from 


harm. 


BUY VICTORY BONDS ~ 


Victor 4 


for good service everywhere 


LAND — SEA — AIR 


* 


Watch for notice of the return of the 


world famous V:ctor & Victapen 


convertible sets. (U. S. and foreign 


Y fi 


patents. ) 


My 


MUM yyy 


Q 
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oy 


DLN yyy, 
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THE U. S. Uiclor 
FOUNTAIN PEN CO., INC. 


225 Lafayette St. New York 12, N. Y. 
Established 1915 
(Trademark registered U. S. Patent Office) . 
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* 
AVOID 


CROWDING 
PINCHING 


The 
SHEET LIFTER 


ae ae TEARING----- poate Ent —ee ee ee eo 
OF SHEETS OUTSIDE EDGE 


OF PUNCHING 


by using 


FAULTLESS 
$-O 


e SLIDE - OPENING e 
RING BINDERS 


STATIONERS 
LOOSE LEAF CO 


- MILWAUKEE 1, 524 N. Broadway 
NEW YORK 3, 114-116 E. 13th St. 


* --- the ring binder in which 
rings actually slide apart 


=. Sa Wing 


Without delay we switched from building flame throwers 
(a war job of which we are proud) to making Error-No 
all-steel, quality, line-by-line copyholders. 

Filling orders will depend on obtaining raw materials. 
Orders on hand will be shipped as fast as we can get them 
out. 

In any office that has to contend with a flood of govern- 
ment forms, financial and general reports and orders, 
Error-No is a transcribing necessity. Quiet, vibrationless, 
sturdy, flexible, it increases transcribing efficiency as 
much as 40 %. 


Other famous \\\\ 

Hall-Wel % \ 

“toed me DAW AAG. corp. 
Chexsigno i ee 

(Check Signer) 

and Speedrite DIVISION OF 


ROCHESTER 7, N.Y. 
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Gift Pencils 


More than beauty has placed 

these Sterling Gift Pencils in the 

lead. They excel in mechanical 
perfection. Just now, only through 
dealer rationing can we assure you of 
your rightful share. 


A. T. CROSS Pencil Co. 
Established 1846 
America’s Oldest Pencil Manufacturer 
53 Warren St., Providence 7, R. I. 
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LABELS * PIN TICl 
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Neda 
TAGS 


Ss 
ne UCTO TAGS 
FOLDER ROLL LABELS AND INDESTR 


SOLD BY LEADING STATIONERS 


the JLMAY COMPANY 


109 WEST 19TH ST., NEW YORK, N. Y. 
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; Compare-a-Day Record ‘Book : 


ARE 


a 


Think of it! A record book that enables you to keep all kinds of 
records day-by-day, month-by-month for six consecutive years. Pages 
for recording taxes, payroll, sales, automobile, truck and tractor costs, 
insurance, etc., as well as plenty of untitled pages for individual 
records. And here's an added plus — useful reference tables — the 
kind every individual or business needs at some time for quick 
reference in figuring unusual problems in a jiffy. Everyone can use 
the Compare-A-Day . . salesmen, retail stores, small businesses, 
farmers, lawyers, doctors . . . everyone. Strongly stitched and case- 
bound in dark green cloth cover, stamped in gold. $2.50 retail. 


Z, DUPLISTICKERS Oy 


eect ss aaa 2 


For duplicate mailings and letter file indexing. Gummed, perforated, 
letter-size sheets are easier to fill in on the typewriter. With one 
operation it is possible to do addressing for two, three or four 
different mailings. Thirty-three 214” x 1” labels to a sheet, twenty- 
five sheets to a package, total 825 labels. Available in 5 colors. 50¢. 


Ss eure at vent Be 


For dozens of uses in ieee school, stock 
room and factory. A quick, economical 
way for stores to make special signs or 
price and point value cards. In two sizes 
of letters and figures. Alphabet Books — 
75¢ per book. Figure Books — 50¢ 
per book. 


Sl et semen emer Tamm 
SPECIALTY. PRINTING. a 


‘Soles Dept., Stetionery Div,, 
1 We aad St., New York 18, N.Y. 
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A BETTER CHAIR CUSHION 


Built Like Fine Upholstered 
Furniture 


Good Leatherette, a Genuine Spring Unit, Cotton 
Filler, Air Vents and Welted. A Comfortable 
Smortly Styled and Durable Cushion—W hat the 
Public Now Demands. 


*28 EXECUTIVE *17 SECRETARY 
17x19x2 16x18x2 
All Leatherette..... $6.40 Leatherette with plaid 
Leatherette with plaid fibre cloth back. . .5.20 


fibre cloth back. ..3.60 
COTTON FILLED 


*79 SECRETARY Leatherette top with 
16x18x1\4 plaid fibre cloth 
DU aksniecscoas $2.7 


May We Have the Pleasure of a Trial Order 
Fisher Manufacturing Co., Inc. 
Cushions 
92 Montgomery St. Jersey City 2, N. J. 
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2668 


Gsterbrook 


RENEW-POINT FOUNTAIN PENS , 


9550 | 


All Signs POINT 


to Increased 
Pen Allotments 


For a long time now govern- 
ment requisitions for Ester- 
brook Pens and Renew-Points 
have necessarily taken priority 
over retail orders. But now 
with the end of war in the 
Pacific, the home front situa- 
tion is returning to normal. 


All indications are that in the 
very near future Esterbrook 
will be able to add consider- 
ably to your present allotments. 


For the time being, we con- 
tinue to distribute Esterbrook 
Pens and Renew-Points as 
fairly as we know how. And 
neither now, nor later, nor at 
any other time, do we plan to 
take advantage of pent-up de- 
mand by cutting corners on 
Esterbrook quality. 


THE ESTERBROOK PEN COMPANY 
Camden, N. J. 
Canadian Representatives: 
The Brown Brothers, Ltd., Toronto 


NUMBERED POINTS 
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Teague Surveys the Office 
(From page 48) 


The open construction, this executive finds, 
furthers the comfort of small groups gathered 
about the desk. It also aids his own working com- 
fort and puts visitors at ease by removing a solid 
barrier that must suggest distance. 

Another advantageous feature of this office, 
adapting -it for conference, is the acoustic ceiling 
that subdues sound. Fluorescent lighting built 
into a center ceiling recess is planned for maxi- 
mum softness, and the equipment of the room in- 
cludes a modern functional floor lamp. Cream 
Venetian blinds match walls, and chairs of chrome 
and crimson leather contrast strikingly with the 
black desk and the black linoleum floor. 

An adjoining office with numerous windows, its 
longer area planned for general conferences, has 
one entire end wall carried out in cork for con- 
venient posting of sketches, bulletins, and other 
materials. Cork, this firm expects, will be freely 
used for similar purposes in post-war offices. 
Walls painted cream, and chrome and red leather 
chairs further cheerful atmosphere in this room, 
which is also equipped with an acoustic ceiling. 
The long table of blond wood blends into the 
modern scheme. 


Functional value 


In every phase of office planning, this organiza- 
tion gives similar attention to functional value. 
An office designed for a sales manager, for exam- 
ple, may be equipped with cupboards for his 
samples so that these will be easily accessible as 
he talks with clients. Stenographers’ chairs are 
invariably functional, with material and design 
planned for comfort, and construction protecting 
hosiery from runs. 

The importance of cheerful, comfortable sur- 
roundings, such as in these interesting offices of 
Walter Dorwin Teague, in attracting employees, 
putting visitors at ease, and inducing a cheerful 
mood is now so widely recognized, Mr. Rich ex- 
plained, that business executives are today giving 
greater thought to such planning. 

Executives are also more keenly aware of the 
value of occasional relaxation in the office. Every- 
one in the Walter Dorwin Teague organization, 
for instance, relaxes for a few minutes in the 
late afternoon, to enjoy cookies and small con- 
tainers of milk, passed on decorative trays. This 
practice actually furthers efficiency, for members 
of the staff now prefer a snack in the office instead 
of going outside for it, as they occasionally did 
formerly. 

Another indication of the growing recognition 
of relaxation as a means of increasing accomplish- 


(Turn to page 96) 
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Tops in Tabbing! 
AIEB- GRIP 


tubular edge insertable 


INDEX TABBING 


== It’s the Original 


AICO-Grip was the first index tab- 
bing to offer the advantages of the 
tubular edge—and it is still tops in 
satisfaction and preference. 


= Superior Construction and 


design The molded Tubular Edge 
= strengthens the tab, prevents crack- 
ing and warping, makes title inser- 
tion easy. Heavier gauge cellulose 
makes AICO Grip the strongest 
tabbing available. 


New. Eye-Appealing Package 


Attractive Ee = 


Colorful 


Convenient 


Individual Cellophone 
Wrapping 


Protects AICO-Grip tabs 
from unfavorable atmos- 
pheric conditions that cause 
warping. 


AICO Products sold only through stationers. 


AICO-GRIP TABBING 
LOOSE LEAF INDEXES 
OESK PADS andy 
ACCESSORIES 
° Y 
503 


PASIQROTOTSD 
iy y, 4 
8. "JEFFERSON ST., CHICAGO, ILL. 
WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDFX TABBING 


ony 


IT'S A SNAP... WITH WATTS’ SNAP-APART FORMS 


Keady Now! 


Wi=2. WITHHOLDING RECEIPTS* 


Government Approved, Snap-apart Style 


Get ready now. Tax filing time will soon be here. Employers save 
time and avoid last minute confusion by filling in employee’s 
name, address and Social Security number now. Remember, too 
—the law requires W-2 forms be furnished every worker within 
30 days after he leaves his place of employment. That means 
you'll need to have these forms on hand at all times. Order your 
1945 supply now. 


4 SPECIAL FEATURES THAT HELP 
SAVE TIME—REDUCE ERRORS 


1. Your name, address and 
$.S. Identification No. im- 
printed on all copies. 


‘2. Interleaged carbon quick- 
ly snapped out with detach- 
able stub. No finger-smudg- 
ing, time-consuming carbon 
to insert and remove. 


3. Fourth copy provided for 


your records; fifth copy for 
state or city returns avail- 
able if required. 


4. Individual sets or in strips 
of four sets to the sheet, per- 
forated for easy separation. 


October, 1945 
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PARTIAL PRICE LIST 


Watts’ Snap-Apart Forms More Than 


Pay For Themselves in Time Saved. Write for ‘ 

Cost Per M Complete Price 
100 SETS 10.70 1000 SETS @ 25.50 List and Samples 
300 SETS 15.50 3000 SETS @ 20.50 


600 SETS 20.55 5000 SETS @ 19.00 
800 SETS 23.25 10,000 SETS @ 16.85 
Larger quantities—lower prices 


: ‘ 
I “ ‘ 
met boa er” 
aad 
ene 


ALFRED ALLEN WATTS COMPANY, INC. 


216 William Street, New York 7, N. Y. 
MANUFACTURERS SNAP-APART AND CONTINUOUS CARBON 
INTERLEAVED BUSINESS FORMS... . . ESTABLISHED 1897 


*Both this revised W-2 form and the one it replaces will be accepted by 
the Government for all purposes for the year 1945. 
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SEND FOR 
YOUR COPY 


cS 


SPECIAL INDEXES 
FOR SALES BOOKS 


I 
STEELTAB 
FOLDER 


kk don’t care about sugar 
| — where can I get 
a Merriam-Webster ?” 


HERE will come a day, not too far off, 
we hope, when the purchase of a > 


‘ 


Merriam-Webster won’t be synonymous 
with a treasure hunt. At present, the de- 
mand for Merriam dictionaries, from the 
| Government as well as from civilians, far 
exceeds the number of copies we can pro- 
duce even with paper quotas removed. Our 
current supply is being distributed care- 
fully and fairly through our established 
retail outlets. 


The NEW WABASH f 


ao 
HERE IS a unique catalog filled with 


( 

y salable ideas and useful information! It is 
The Merriam-Webster unique because it is bound as a catalog should 
be, right in a Nubian File Folder identified 
with a 3" Steel Tab, ready to drop into the 
proper drawer. It's different than any other 
filing supplies catalog you've ever seen be- 
} cause of the great fund of new sales and 
technical information it contains . . . besides 
being a most complete showing of one of the 
widest and most salable lines of filing supplies 
yet offered to you. If you have not received 

a copy, please write for one today. 


“ty 


WEBSTER’S 
NEW INTERNATIONAL 
DICTIONARY 


| 


|G, & C. MERRIAM CO., Publishers, Springfield 2, Mass. 
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ESIGNED FOR 


UO 


ll 


= DIVIDENDS 


Highest engineering skill, proven production 
methods go into the designing of CRAMER 
CHAIRS .. . it’s a design for comfort. More 
than that, CRAMER CHAIRS are a design for 
dividends .. . for you and your firm! 


Employees cannot possibly do their best without 
proper working facilities. When people suffer in 
uncomfortable chairs, their work suffers too. 
Chairs which cause improper posture produce 
fatigue. This means lost efficiency . . . less profit. 


Insure your firm against this loss: Provide every 
seated worker with the solid comfort of a 
CRAMER CHAIR. The perfection of posture that 
is part of our design helps banish fatigue . 

increases speed and accuracy. This business of 
seating comfort is our specialty ... OUR design 
produces greater efficiency on the part of your 
employes ... that’s YOUR design for dividends. 


CRAWER 
— 


1205 CHARLOTTE STREET ® KANSAS CITY 6, MO. 


CHAIR COMPANY 


CREATORS OF AIR FLOW COMFORT IN EXECUTIVE, 
SECRETARIAL, GENERAL OFFICE & FACTORY CHAIRS 
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OFFICE MANAGEMENT AND EQUIPMENT 


LITTLE THINGS 


that count! 


Office Efficiency depends upon 
perfection in every detail... 
That’s why so many dealers sell 
BARKLEY Filing Supplies 


Patent No. 2248355 and D 128118. 


America recognizes this tiny lapel 
emblem and salutes every man 
and woman who wears it. It is a 
mark of distinction and serves 
notice that its wearer has serve 
his country honorably and wel 


A little gold button but what 
measure of patriotism it reveal_. 
May we also call your attention 
to the service record of DUR- 
ABILITY Filing Supplies. For 
almost 25 years, these filing 
supplies have done a noteworthy 
job in offices throughout the land 
and by so doing have won the 
loyalty and praise of business. 
That's why we say, "Buying 
BARKLEY is like buying business 
insurance for filing departments." 
Inquiries invited. 


VERTICAL 
FILE FOLDERS 


VERTICAL 
FILE GUIDES 


Established 1921 
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“THEY ARE DEMANDING... 


“THE BASKET KNOWN TOA CONTINENT" 
DISTRIBUTED BY 4 


BAINBRIDGE * KIMPTON & HAUPT. Inc. 


218 GREENWICH ST. 


row mis 


NEW YORK 8, N.Y. 


Teague Surveys the Office 
(From page 92) 


ment is to be found in the inclusion of television 
sets in many newly designed offices today. Com- 
pany presidents and other top executives are 
beginning to regard such equipment as just as 
essential to an up-to-the-minute office as the radio 
that is today taken for granted. In the near future 
it will not be surprising, in view of the many sets 
that are being installed in newly designed offices, 
to find a progressive executive putting a client at 
ease by sharing a television program with him. 


At Carrier International 


One of the interesting decorative effects 
planned by this firm in the Chanin Building offices 
of Carrier International not only suggests the 
character of this particular business but creates 
cheerful color and a source of interest for visitors 
waiting in the reception room. A colorful map 
exhibit designed for this space is related to the 
firm’s world-wide distribution of air conditioning 
and refrigeration facilities. 

A dozen colored board maps, showing “Climates 
of the World,” as an inscription above indicates, 
are arranged in a curved corner of the reception 
room, against an azure background that contrasts 
with the remaining wall area in cream. Small 
colored discs below the maps, which are grouped 
in pairs for six-month period, provide keys that 
enable visitors to read them correctly, noting 
temperature and humidity conditions in the vari- 
ous areas. This artistic exhibit serves a func- 
tional purpose in relation to the firm’s business, 
and proves keenly interesting to visitors. 

Another unusual decorative feature at the Car- 
rier International offices consists of two floor-to- 
ceiling murals on either side of the entrance to 
the reception room. One mural pictures a trop- 
ical scene; the other, snow-clad mountains. 

Furnishings of walnut contrast with light walls. 
A soft blue rug harmonizes with the azure wall 
section and blue is repeated in wall trims adjoin- 
ing the entrance. The receptionist’s curved wal- 
nut desk is comfortable and smart. At her right 
is a built-in wall switchboard in matching wood. 

In the firm’s spacious general office, light green 
walls and soft green carpet create cool, restful 
atmosphere. 

The Teague organization is firmly convinced 
that more and more future offices will be designed 
as a functional whole rather than as a group of 
separate rooms or departments more or less 
loosely tied together. Complete planning of this 
sort makes possible intelligent provision for the 
integration of all the parts of the office into a 
smooth-working unit which will give complete 
satisfaction. 
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ACCO STEEL 
FASTENERS 


Throw up your hat and cheer! Those good 


old, nothing-like-em, Acco STEEL Fasteners 


are back again! 


Not yet in unlimited supply, of course. Our 
back-log of orders is too great. But we’re work- 
ing hard to catch up and you can look forward to 
getting your Acco Steel Fasteners soon. 


So get ready now for the return of safe, speedy’ 
You can’t beat 


office-efficient. Acco Fasteners. 
Acco Steel Fasteners for filing and binding. Get 


your order to your dealer today. 


ACCO 


PRODUCTS, 1c. 
39th Avenue and 24th Street 


Long Island City, N. Y. 
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That's: drawing 
the line Acne / 


Today —right now — make 
the “Tolerance Test” with Ma ; 
KOH-I-NOOR Draw- Hi 4 
ing PENCILS. See how 
they create those fine toler- 
ances on paper, so often 
demanded by American In- 
dustry. See those lines come 
up crisp — clear — sharp. 
And very important, too — 
see their “staying power”. 
For in the long run, you'll 
find KOH-I-NOOR 
Drawing PENCILS 


17 uniform degrees to 
choose from—smartly pack- 
aged in a permanent litho- 
graphed container — one 


dozen to each package. : 


_ - The RIGHT pencil for the RIGHT 


KOH-I-NOOR PENCIL COMPANY. INC., BLOOMSBURY. NEW JERSEY 
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HEADQUARTERS for 


OPTICAL SPECIALTIES 
& DRAWING INSTRUMENTS 


Daily more and more buyers call on “Compass” for optical and 
scentific specialties and drawing materials. No wonder .. . for 
“Compass carries a complete selection of the well-known 
hee ” Taylor, Spencer, Bausch & Lomb, etc. 


MAGNIFYING 

ee GLASSES 

penny : 7. Clear, white oph- 
No. 814— Pro- ' thalmic glass. All- 
fessional Qual- black, one piece, 
ity. Brass, nick- plastic frame and 
el plated. $12 handle. Retails at 
per set. Write 2.75 
for quantity dis- $2. 


Just one of a 


and many other great variety al- 
models. ways in stock. 


WRIST COMPASS UNSINKABLE WATER- 
Plastic case, = PROOF COMPASS 


movable bezel. Transparent 
Quality leath- lucite case 
er wrist band with brass /| ee . 
with plastic bottom, etch- | fe are 


counts on this 


buckle. oF tee 
urdy,  reli- 

Retails at able. Retails 

$5.00. at $1.00. 


ILLUSTRATED LITERATURE UPON REQUEST 


COMPASS INSTRUMENT & OPTICAL CO. 


268 FOURTH AVENUE, NEW YORK 10, N. Y. 


astened by the epochal 
discovery that was predominately American 
the end has come to the Greatest War of all 
times . . . Now our planning and production 
can resume its former channels of building our 


line of office equipment for you. 
DERSON-HcKEY Go. 
: "GENEVA 


ILLINOIS 
of iol 


“ Andy unils 


SIMPLIFY CALCULATION OF THE NEW RATES 
BY USING THE NEW EDITION OF THE 
DELBRIDGE SIMPLIFIED WITHHOLDING TAX CHART 


No an advertising novelty—Not a “free chart. It is expertly 

designed to enable the average office employee to prepare your 
deductions quickly and accurately. Eliminates costly errors and 
delays in your payroll department, Shows all the required figures 
and is guaranteed to comply with all the provisions of the new 
income tax law. 


AUTOMATIC — COMPACT — EFFICIENT 


Published in four editions for Weekly, Bi-weekly, Semi-monthly 
and Monthly Payrolls. 


$2.50 Each At Your Dealers 


DELBRIDGE CALCULATING SYSTEMS, INC. 
2502-10 Sutton Ave. St. Louis 17, Mo. 
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BOOKKEEPER—CREDIT MAN 
m= STOCK CLERK & P. A. 


THESE AND 
HUNDREDS MORE USE 


Wherever facts must be segre- 


gated for quick reference, these C re) re) K? sg 


little signals do a remarkable 


job in saving time. Attached to §tginless Steel 
file cards, visible index pages, 
ledger sheets, etc., they bring Fi LE 


order out of chaos—thereby in- 
creasing a department's effi- SI GNALS 
ciency considerably. 


The H. C. Cook Co., 18 Beaver St., Ansonia, Conn. 
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Ar oll tested foisnd 


BRAND 


IEERASER and CLEANER 
THE ORIGINAL AND STANDARD 


+ 1.“ARTGUM” is a surface cleaner with a light touch. 
2. “ARTGUM” is friable—has no deteriorating content. 

* 3.“ARTGUM” contains no grit. 

4. “ARTGUM” doesn’t abrade the surface of paper. 

5. “ARTGUM” doesn’t smudge. 

6. “ARTGUM” doesn’t dim ink lines or delicate im- 
printing. 


Insist on the original and standard 


THE ROSENTHAL CO. 


45 EAST 17th STREET, NEW YORK 3, N. Y. 


Mh. 
FULTON 


vit 


pare® 


* 
GHP eo 
GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 


off. Needed on every desk and drawing, 
board. 


Companion products needed in every 
office. ROLTONIC cleans and gently 
naps the rubber platens of all business 
machines. New gripping surface 
carries file folders, envelopes, etc., 
through, holds them straight. 
TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal 
and rubber type, then disappears 
entirely. 

Both ROLTONIC and TYPTONIC are Wontiaflermakic Now. 
made to the same high quality as Poisonous, Harmless to 
GRIPPIT. a skin and clothing. 


WRITE FOR SAMPLES AND PRICES 


HARRIMAN - WELTS, INC. 
403 RIVER ST..- HAVERHILL. MASS 
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CAN QUALITY BE ASSURED? 
Yes ... by insisting on 


Name Brands! 


All-Weather Stamp Pads and Inks 
Dri-Kwik Stamp Pads and Inks 
Fulton and Service Daters 


Fulton Business Outfits 


be 7 SPECIALTY CO. 


200 Fifth Avenue New York 10, N. Y. 
Factory at Elizabeth 1, New Jersey 


DESK DRAWER 
STATIONERY RACK 


No. 34 
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Sturgis Model 876-MA 
STENOGRAPHERS POSTURE 
CHAIR 


Steel tubular construction. 
Soft comfortable seat filled 
with Rubberized Curled 
Hair. Large padded com- 
fortable back. Genuine or 
simulated leather uphol- 
stery. 


Five color finishes. 


Us 


POSTURE 


CHA/IRS 


The New line of Sturgis 
Chairs is now in production— 
some have reached your deal- 
ers’ show rooms. You'll find 
these Chairs far beyond expec- 
tations for quality and style 
contemplated in early post- 
war products. New improved 
construction for long life and 
service. Attractive practical 
upholstery for severe office use 
—Harder finish and higher 
luster obtained through in- 
— baked on enamel fin- 


All Sturgis Posture Chairs 
have that exclusive feature 
“adjustment without the use 
of tools.” See them at your 
dealers. 


a .. THIS NAME IS GROWING 


THE STURGIS POSTURE CHAIR COMPANY 
413 Magnolia St., Sturgis, Michigan 


————— 
LS 


@ 


Red border, white field, 
emblem in blue and gold. 
Available both taffeta end 
rayon satin. 


Blue emblem on gold felt 
or satin. Available for all 
group flag sizes. 


REGALIA MFG. CO. 


ys 
Net * discuarcen 


VETERANS’ 
FLAG 


New, official Discharged 
Veterans’ Service Flag— 
just announced by War 
Dept. For home, office, 
window, car, etc. Write 
for price list today. Avail- 
able both rayon satin and 
taffeta. Send for illustrated 
catalogue NOW. 


Veteran's Emblem 
for Group Flags 


New emblem takes place 
of star for each Veteran 
discharged. Individual em- 
blems available in all sizes 
to replace stars. You will 
want these NOW. Send 
for price list today. 


Dept. T 
Rock Island, Ill. 
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American Management Association Sponsors 
Two-Day Office Management Conference 

A two-day Office Management Conference will be held 
November 13th and 14th at the Hotel New Yorker, New 
York, under the auspices of the Office Management Division 
of the American Management Association. I. O. Royse, gen- 
eral office manager, Ralston Purina Co., and AMA vice- 
president for the Office Management Division, is in charge 
of arrangements. 

Among the topics to be discussed will be: “A Return to 
Office Efficiency,” “Management Appraises the Office,” “An 
Office Program of Cost Control,” “Office Layout for Effective 
Operations,” “Simplification of Office Forms,” “Operating the 
Unionized Office,” “Tailoring Equipment to the Job,” “A 
Visual Control Board,” “Measuring Office Output,” “A New 
Concept of Merit Rating,” and “Significant Developments in 
Office Training.” 

A feature will be a panel discussion of “The Development 
of Office Supervisors,” to be held the afternoon of Novem- 
ber 14th. Among those taking part will be Dr. Marion A. 
Bills, assistant secretary, Aetna Life Insurance Co.; Dr. 
Leland P. Bradford, director, Division of Adult Education 
Service; National Education Association of the United States; 
Dr. Alfred J. Cardall, director of industrial relations, John 
B. Stetson Co.; R. S. Driver, assistant manager of industrial 
relations, Atlantic Refining Co.; and Dr. R. C. Rogers, per- 
sonnel director, De Laval Steam Turbine Co.; Edward N. 
Hay, personnel manager, Pennsylvania Co., will be chairman. 

Other speakers will include Mr. Royse; Roy S. Mason, of- 
fice supervisor, Fuller Brush Co.; Harold C. Pennicke, man- 
agement counsel; F. J. Callanen, general forms control 
supervisor, Sperry Gyroscope Co., Inc.; Lewis Merrill, presi- 
dent, United Office & Professional Workers of America, 
C.1.0.; Henry E. Niles, vice-president, Baltimore Life In- 
surance Co.; R. V. Blair, office service manager, Caterpillar 
Tractor Co.; Arthur H. Acken, assistant manager, general 
office service department, Consolidated Edison Co. of New 
York, Inc.; Walter Williams, general office manager, Chicago 
Mail Order Co.; Roy Walls, general office manager, Bridge- 
port Brass Co. 


Resumes Duties as Purchasing Agent. 

Col. Joseph Ernst recently resumed his duties as pur- 
chasing agent for the Board of Education, Rochester, N. Y., 
after nearly five years of army service. 

From August, 1942, until March of this year he was as- 
sistant general purchasing agent for the army in the South- 
west Pacific. In recent months he has been stationed in 
Washington as liaison officer on Australian affairs. 


NOMA ¢to Publish “Short Cuts” 

Practical office short cuts are being sought by the work 
simplification committee of the National Office Management 
Association, to be pooled and published in a compendium of 
short cuts. 

The committee has extended an invitation to association 
members to send in their ideas for this purpose. Credit will 
be given in the compendium to everyone submitting an 
acceptable idea. A form has been prepared on which the 
ideas can be submitted. Copies of this form, with an ex- 
planatory folder, is being mailed to all members. A quota 
of one short cut per member has been established for each 
of the chapters. 

The ideas are to be sent to NOMA headquarters, 2118 
Lincoln-Liberty Bldg., Philadelphia. Chairman of the work 
simplification committee is I. A. Herrmann, of Servel, Inc., 
Evansville, Ind. 


October, 1945 


- a — ae ——_—  °xiaa — =o — 
ie 4 
a 
iy ey - _ _s 
z =r 
, they will soon be h 
i) &@ = 
ha __ 
me ‘ 
cs ry 
- Hof | 
‘ { y ‘ —.. 
= es 
= 
i Sains 
= 
Ey 
ee 
ae 
pS 4 
a a 
on. 
aT he | ] com =~ | 
ee OSS Fe 
m | ey 
oe: Wes 4 
‘ae Rimi 
ie 
i : REE RRREEEEE 
a ° 
ee 100 SC PS 
i 
ia oe ie —_— an ae Pe). aa 
F, . oon = as a _ — “a 


“SOLID BRONZE 


HONOR ROLLS 
AND 


WAR MEMORIALS 


Honor your war heroes in handsome, imperishable Interna- 
tional Solid Bronze —now released by W.P.B. 


Many appropriate stock designs available for Honor Rolls and 
War Memorial Plaques, as well as all other business uses. 
Special designs and estimates gladly submitted without charge 
or obligation. Superb workmanship, painstaking hand finish- 
ing, modest prices. Unconditional money-back guarantee. 


Write for Free Illustrated Catalogue D. 


INTERNATIONAL BRONZE TABLET COMPANY, INC. 
; 36 East 22nd Street, New York 10, N. Y. 


gaat 
in STEEL! 


Take orders now for 
early fall delivery. 


Beautiful new designs—modern 
in line and finish. A complete 
line of space-saving, sanitary 
wardrobe and locker racks 
that —_ wraps dry, aired and 
in pres: 

The 3U (illustrated left) ac- 
commodate 3 persons per run- 
ning foot (6 persons in double 
back-to-back units). Provide 
each with spaced wooden coat 
hanger, ventilated hat space, 
ae shelf and umbrella 
rack. 


weer VWOGEL-PETERSON CO. 


Bulletin 
No. 6-4 “The Coat Rack People” 


624 So. Michigan Ave. Chicago 5, U. S. A. 


October, 


WHEN YOU NEED TYPEWRITER 
‘OR BOXED PAPERS JUST SAY 


Business papers 
of Hey high 

J guality ina 

Z complete range of 
grades and items for 

every business office use 


“The COMPLETE Line — 


BONDS ONION SKINS 
MIMEOGRAPH MANIFOLD 
PRINTED"COPY” MANUSCRIPT COVERS 
BRIEF FOLDERS 
PLAIN AND LEGAL RULED 


ON SALE AT LEADING STATIONERS 


EAGLE-A 


Whrite for 


inforumation. to 
AMERICAN: WRITING PAPER CORPORATION 
HOLYOKE, MASSACHUSETTS is 


(BERNGRD ) 


EYELET PUNCHES AND PLIERS 
Combination paper punch and eyelet pliers. Com- 
pound leverage. Adjustable gauge. Parallel jaws. 

Send for FREE catalogue of BERNARD Stationery Office Tools 
WM. SCHOLLHORN CO., NEW HAVEN 5, CONN. 
“Quality Tools Since 1870” 
| srarioneRy TOOL DIV., Wm. Schollhorn Co., N. Haven 5, Conn. 
Sirs: Please send me your free catalogue of BERNARD Station- 


| ery tools and special purpose office necessities. | 
ie cop CCE TUR ERE PET OTR TT CE PEN OTPO TPE Oe TT e 
nisee Telnet: | 
| PEE SER ciee ie akeen stew sas en has AOR een ah eeeead aan 
Pe Pe eee re re rr rr ee er 
(zone no.) | 
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PULL FASTENERS 
BEAT THE «© BAND 


ANY PLACE A BAND IS NEEDED 
A’ PULL FASTENER’ CAN BE USED 


Pull Fasteners don’t slip, dry out, stretch or 
break. Durable as the documents, papers, 
checks and similar items they neatly and 
firmly tie together. Easy to use. Pull either 
end to tighten. Prevents loss and separation. 
Sizes, 6" to 54”. Sold in packages of 100. 


‘/ hbegel wrc.co 


277 NO. GOODMAN ST., ROCHESTER 7, N. Y. 
SCHLEGEL CO., CANADA LTD., TORONTO, ONT., CANADA 


Production of Steel Files Resumed 
by Remington Rand 

Al. N. Seares, vice-president and general manager, 
Remington Rand Systems Division, announce that the 
completely re-engineered Remington Rand Aristocrat steel 
files are now coming off the production lines. 

During the war, the company’s engineering department 
completely redesigned the Aristocrat files. A new Ultra- 
Ease over-travel suspension slide has been created that 
increases the ease of use through finger-tip drawer opera- 
tion and allows equally convenient reference to all file 
folders. Since the drawers move on roller bearing over- 
travel slides, effort needed to open and close drawers is at a 
minimum. 

A new Gray-Rite finish blends harmoniously with all mod- 
ern and conventional office decoration schemes and is con- 
sidered definitely superior to previous finishes in non- 
glare light reflection, thus making for lighter, brighter offices. 

“We are leaving no stone unturned to increase produc- 
tion in all our plants,” says Mr. Seares. “Production of 
Aristocrat files, steel transfer cases, steel Modern Kardex 
and Safe-Cabinet products is rapidly reaching maximum 
plant capacity. We are increasing labor forces to maximize 
output, as rapidly as additional workers can be hired. The 
enormous accumulated demand for these products has com- 
pelled us to adopt and enforce a ‘first come, first served’ 
policy. In justice to our customers, no exceptions to this 
policy will be made. Though we are shipping increasing 
quantities daily against our backlog of orders, we suggest 
that companies anticipating a need of steel office equip- 
ment place their orders now to insure favorable delivery.” 


Management in Reconversion 


One of the most talked-of papers ever presented to 
members of the New York chapter of the National Office 
Management Association was “Office Management for Recon- 
version and Peace,” presented by Edward B. Wilber, Execu- 
tive Office of the President, Bureau of the Budget, Washing- 
ton, D. C., at the first fall meeting of the chapter, September 
19th at the Belmont Plaza Hotel, New York. 

At a luncheon meeting held October 3rd at the same place, 
there was a round-table discussion of this paper, for, as Carl 
J. Basler, United States Rubber Co., discussion leader, 
said, “There was a lot of meat for conversational chewing in 
Mr. Wilber’s talk.” 


A. R. Todd Resigns 7 


The Commercial Controls Corp., Rochester, New York, 
has announced that A. Richard Todd, has resigned as vice- 
president and general manager, and will henceforth be as- 
sociated with the company as a director. 

Mr. Todd had been with Commercial Controls for nearly 
four years. He joined the organization when the Roches- 
ter Defense Corp., a firm which he helped found, merged 
with Commercial Controls. 


Mr. Todd will continue to devote his efforts to the office 
equipment industry, for he has returned to the Todd Co., 
Inc., Rochester, N. Y., as its vice-president in charge of all 
manufacturing operations. The Todd company is well known 
for its check protectors. 


General Analine to Expand 


At a recent three-day sales convention of the General 
Aniline & Film Corp., New York, J. W. Coffman, vice- 
president, announced plans for an expansion program, The 
corporation is well known as the manufacturer of white print 
positive reproducing machines and sensitized reproducing 
materials. 
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Mr. Coffman said the company will soon manufacture the 
newly developed Ozachrome, which permits the immediate 
pulling of color separation proofs, and will thus enable ad- 
vertising agencies and photo-engravers to secure proofs of 
varied color advertisements in a matter of minutes. 

Also included in the expansion program are plans for an 
increase in the production of the Ozalid machine. Mr. Coff- 
man set a high sales goal for the division producing this 
machine. 


“Human Relations in Management" 
Transcription Supervisors’ Topic 


Thomas H. Nelson, management consultant with 
Rogers & Slade, New York, was guest speaker October 8th 
at a dinner meeting of the Transcription Supervisors Asso- 
ciation of New York, in the Hotel Sheraton, New York. 

In observance of National Business Women’s Week, an in- 
vitation extended to all office managers of TSA members 
brought together a large and enthusiastic group. 


Atkisson Heads Internal Auditors 


Curtis T. Atkisson, of Ebasco Services, Inc., was elected 
president of the Institute of Internal Auditors for 1945- 
46 at its annual meeting October 9 at the Hotel Roosevelt, 
New York. 

Arthur E. Hald, of Consolidated Edison Co. of New York, 
was elected first vice-president; Arthur J. E. Child, Canada 
Packers, Ltd., second vice-president; and Theodore G. Zeh, 
American Surety Co. of New York, treasurer. 

Mr. Atkisson succeeds Alan Lauckner, assistant vice-presi- 
dent of the Central Hanover Bank & Trust Co., as president 
of the Institute. 


i 


W. C. LEUTE 


COMMERCIAL LEATHER GOODS 


54 DEY STREET NEW YORK 7, N. Y. 
Canvas & Leather All Leather Mail- 
Mailbag {215 bag {214 
Price Price 
Ae $10.00 13x10........ $15.00 
ee ct leer 17.50 
a eee eo a) eee 20.00 
Pe isseenn ee eee 22.50 
re i ee 26.00 
a > or 29.50 


$215 


Heavy Duty Bag for Mail, Secu- 
rities and General Messenger Use 


ee Be ei wtancatsuses price $19.50 
De icvissanshaees “ 32 
ee Pee “ 23.00 
Ui cucdieinieneine “ 25.00 
OE sesteedseueoes “ — 27.00 
De Garvoneaseceee “ 29.50 $224 
OP wsisneesies “.. “ 32.50 Special Sizes Made to Order 


The above are subject to a 20% Federal excise tax. We 
also make messenger wallets, money bags, brief cases, 
zipper cases, accountants’ cases and salesmen’s sample 
cases. 

We invite your inquiries. 


Chan, Crisp Copies by Bock 


Beck supplies for stencil duplicators are well-known for their high 
standard of quality and exceptional value. Beck stencils assure 
complete visability and easy proof reading. Beck Duplicator Corp. 
features stencils, duplicator inks, correction fluid, lettering guides, 
ink pads, stylii, and all types of duplicator papers. 

Write today for our complete, exciting three color brochure pre- 
senting all types of duplicating machines and supplies by Beck. 


BECK DUPLICATOR CORP. 


18 West 18th Street New York 11, N. Y. 
Telephone: CHelsea 3-7374 

ee SS A AS SS cc 
BECK DUPLICATOR CORP. 
18 West 18th Street, New York 11, N. Y. 

Please send your new 3 color brochure of office machines and 
supplies. Also include your price list. 
Name 
Address 
City Zone. State 
By 
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CARBON PAPERS 


and 


WRITE Carbon Papers give you more and cleaner 
copies from each original. That saves extra typing. 
WRITE Typewriter Ribbons turn out sharp, clear, 
legible originals. And that saves re-typing. 
WRITE products are guaranteed—for quality, uni- 
formity, long wear. Let WRITE save you time 
and money. 

Ask your dealer, or write us today 
for FREE samples and attractive 


prices. 


immediate deliveries! 


gton Avenve 


Lexin 
420 © uw. ¢ 


ITE 
w R ATED 
FACTORY: Bridgeport, Conn. 
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HONOR ROLL PLAQUES 
of GENUINE BRONZE! 


Available again—due to 
relaxed W.P.B. rulings! 
Honor Rolls of real solid Bronze—a 
demand you can now meet! Let us 
show you the way to increased sales 
and profits through these fast-moving 
items. No investment on your Part; 
full cooperation extended on all in- 
quiries. Let “Bronze Tablet Head- 
quarters” supply you with memorials, 
testimonials, Bronze tablets, door- 
plates, signs—all in gleaming, solid 

Bronze. 


Write today for illustrated cata- 
log to Dept. OME. 


UNITED STATES BRONZE SIGN CO. INC. 


“BRONZE TABLET HEADQUARTERS” 
570 BROADWAY, NEW YORK 12, N. Y. 


Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 
and other visible systems. 
Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 

All completely rebuilt and guaranteed. 
“The House That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Place, New York, N.Y. GRamercy 3-3741 


Drawing 


MORILLA and 


ARTISTS’ Drafting 
MATERIALS 
a 
: Materials 
“DURA-SEAL" e 
amenperent Tracing and 
Drawing Paper 
e . 
a. Drawing Instruments 
Availeble T Squares, Triangles 


Sold by all good dealers. 
THE MORILLA COMPANY, INC. 
NEW YORK 3, N. Y. 


COOPER SQUARE 


RITE-RITE MFG. CO. * DOWNERS GROVE, ILL. 


SUBSIDIARY OF JOSEPH DIXON CRUCIBLE COMPANY 
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Office Equipment Show Planned 

Now that the Office of Defense Transportation has 
lifted its ban on trade expositions, the Los Angeles Chamber 
of Commerce has announced a series of trade shows to 
which buyers will be invited. Among those planned is the 
California Office Equipment Show, the dates for which will 
be announced soon. 


Restrictions Off Adhesive Tapes 

L. Hyman & Sons, paper merchants, 102 Prince St., 
New York, expect an immediate stock of 10, 15 and 25-cent 
Scotch and Texel cellophane tape for prompt delivery. 
Restrictions on these tapes have been removed. 


New Voice Recorder 

Morey Schwartz, of the Morecorder Mfg. Co., 311 West 
Baltimore St., Baltimore, Md., has announced the manufac- 
ture of a new electronic voice recording machine, called 
the Morecorder. Gerard A. Harrington, president of the 
Maryland Office Machine Dealers Association and a prominent 
Baltimore dealer, is the inventor of the new machine. 

With different attachments, it can be used for a number 
of specialized purposes. There is a telephone attachment 
and a conference model cylinder recorder for periods up to 
51% hours. There are three types of operation control, a 
hand-push button and a foot-push button, as well as a 
method of voice control. The machine uses a plastic record- 
ing cylinder which is erased by a frictional heat process and 
involves no shaving. The machine is small and compact and 
weighs less than twenty pounds. 


Outlines Design Program 

One designer who does not look for the wonders of 
the postwar world to come immediately is William O’Neil, 
well-known New York industrial designer, who has for years 
handled coordinated design problems for Dictaphone, Stand- 
ard Oil of New Jersey, and many other companies, and 
whose merchandising background was gained as head of the 
creative departments of the McCann-Erickson and Young & 
Rubicam advertising agencies. 

“When people are again buying civilian goods,” Mr. O’Neil 
says, “they will naturally look for improvements over pre- 
war products. Old designs, therefore, will not do. How- 
ever, a too radical change in design or function is a hazard 
in the immediate postwar period. I am convinced that a pro- 
gressive, evolutionary development is the only logical re- 
starting point. 

“Certainly new development will come. But first must 
come products improved in appearance, which the public 
accepts without resistance, and which a production depart- 
ment can turn out with a minimum of experimentation.” 

With design’s added importance in mind, Mr. O’Neil rec- 
ommends that a manufacturer judge new designs by eight 
standards: 


1. The new design should definitely improve the product. 

2. The changes should not be so radical that they repel 
rather than attract. 

3. The changed form should not interfere with public 
recognition and acceptance. 


4. It should be possible to start production without delay. 


5. The design should be so fundamental that changing’: 


tastes will not outmode it and necessitate retooling again in 
six months. 


6. The product should not be so beautiful that the average 
customer will be afraid to buy it. 

7. Nor should it have a cheap, tinny look, which repels, 
even though it does a perfectly good job. 


8. The product should “sell itself,” that is conserve sales 
department energy. 
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CHAIRS 


MANY STYLES 
Folding Chairs 
Wood or Metal 
Tablet Armchairs 


Prompt shipment from 
stock. Please specify re- 
quirements when inquiring. 


ADIRONDACK 
CHAIR COMPANY 


1140 Broadway, New York 1, N. Y. 
Dept. 7 


Genuine Art Corners by ENGEL 
For Photo Albums, Scrap Books 


NATIONALLY ADVERTISED for mounting snapshots, postcards, clippings, 


GnrgeZ 


Gc 
PoCaxet RANSP 
Mort Corners 


ret Corners 
"Clear as Glass." 


Will mount prints 

tight or loose, Complete visibility. 

negatives can be Prints or stomps 
removable at will. 


filed in back. 
100 of a color in 100 in boxette to 
sell for I5c. 


envelope to sell for 
10c, 


Order from your wholesaler or write 


ENGEL ART CORNERS MFG. CO., 4709-11 N. Clark St., Chicago 40, Ill. 


DESK oe NAME PLATES 


Back ground and 


stand made in 
mahogany, walnut 


or oak finish with 


gold letters. 


Illustrated Folder and Prices on request. 


QQNENNERAE ARNE 


t (Room 305), 10 W. 47th Street, New York 19, N. Y. 


SCRAP BOOKS 
@ Fabrekoid Covers in black 
only 

@ Screw Post Metal Binders 

5: @ Six different sizes 

a #80....10/ x 8 #83....15Yy x 12% 
#81... . 11/2 x 9% #04....10%_ x 132% 

‘ #82....19/, x11 | 905....23 2 18% 

Prices on Request 
: MAJESTIC LOOSE LEAF INC. 
$ 122 Spring Street New York 12, N. Y. 


ae NEW EMPLOY- 
ee START SEe IST, 


Witt MEMINDEX 


Young ex-veterans are coming back 
to work. They are ideal users of 
MEXINDEX—the ‘'pocket memory" and 
personal systematizer used by thou- 
sands of successful persons every- 
where. 


POCKET CASE POCKET CASE keeps temporary data 
Also Mfrs. of and on cleverly dated and indexed cards. 
DAYDEX and 
POCKET PAL Coes Sues 


DESK UNIT holds cards with permanent 
e data—no transcribing. 


bn WILSON MEMINDEX CO., Dept. 3 
Pr om nom 149 CARTER ST. ROCHESTER 5, N. Y. 


MOORE 


PUSH-LESS HANGERS ¢ PUSH-PINS 


Preferred since 1900 for 
@ every pin-up or hang-up need. 


MOORE PUSH-PIN COMPANY « Svace /900 
113-25 Berkley Street, Philadelphia 44, Penna. 


HONOR ROLLS 


Featuring the individual 
changeable letter method or 
the embossed name strip 
style. Many designs to 
choose from. For large or 
small capacities. Send for 
illustrated folder giving all 
information. 


ACME 


HONOR ROLLS 
37 E. 12th St. 
New York 3 


COMPLETE 


* DEALER LINE x 


OF 
Filing FILING SUPPLIES Fiing 
Systems re > = — 


Printed and Ruled 
Stock Forms 


Guides and Indexes 


SPECIAL FORMS FOR YOUR SPECIAL NEEDS 
THE DACO CARD & INDEX CO. 


9 Federal Court Boston, Mass. 
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MORECORDER 


THE PERFECT ELECTRONIC DICTATING MACHINE! 


Weighs less than 
20 Ibs...No larger 
than a cigar box! 


AND NOW. 


ri) Absolutely true voice recording. No scratching or 
office noises. 


€ Records both ends local and long distince tele- 
phone conversations—perfectly! 

© For conferences, hospital records, court reporting, 
spot dictation! 

@ Leaves your hands free! 


@ Really portable (less than 20 pounds—and no larger 
than a cigar box) 


@ No fussing with cylinders that break. No shaving. 
@ Lowest initial cost—lowest upkeep cost! 


So simple and easy to operate — your secretary 
will love it! Saves time! Makes work easier! Helps pro- 
duce more per day! For your new dictating machine — 
see the MORECORDER in action! 


WRITE for the illustrated MORECORDER brochure that 
will show you what the machine looks like—and how it works. 
MORECORDER MANUFACTURING CO., Balto.2,Md.,Dept. F 


IF YOU SAID IT... MORECORDER HAS IT! 


© 1948 BY MoRnECORDER co. 


OFFICE MANAGEMENT 


A 
Acco Products, Inc. ....... 97 


Ace Fastener Corp. ........ 63 
Acme Bulletin & Directory 
Pee 105 
Adirondack Chair er 105 
Agency Paper Co. ......... ae 
a, Si. SS See 93 
All-Steel Equipment Co., Ine. 14 
Almac Plastics ........... 76 
Amberg File & Index Co.... 33 
American Hair & Felt Co. ... 68 
American Writing Paper Co... 101 
Anderson-Hickey Co., Ine.. 98 
Autocopy, Ine. 19 
Autopoint Co. 18 
B 
B. B. Chemical Co.......... 24 
Bainbridge, Kimpton & Haupt, 
ere 96 
Barkley & Co., C. L. ....... 95 


Bates Manufacturing Co., 
3rd cover 


Beck Duplicator Corp....... 103 
Blaisdell Pencil Co......... 60 
Dooram & FOAS ...ccccses 34 
Brown & Bro., Arthur...... 78 
Brown-Morse Co.........-- 16 
c 
Cardinell Corporation ...... 102 
Carter’s Ink Co. .......... 83 
Coie Mig. Corp. ..cccccecs 62 
Columbia Ribbon & Carbon 
ree 
Compass Instrument & Op- 
Pe A née ner eecaceuas 98 
oe eer 98 


Corry-Jamestown Mfg. Corp.. 23 


Cram Co., Ine., George F.... 77 

Cramer Posture Chair Co.... 95 

Cross Pencil Co., A. T....... 90 
D 


Daco Card & Index Co., The. - 
Dawn Mfg. Corp. .........- 
Delbridge Calculating Systems 98 
Dennison Mfg. Co. 

Domore Chair Co., Inc. .... 66 


Eagle Pencil Co. .......... 11 
Engel Art Corners Mfg. Co.. 105 
Esterbrook Pen Co. 92 
Eureka Specialty Printing Co. 91 


F 
Faber Pencil Co., Eberhard.. 25 
Fame Name Plate Printing Co. 105 
Feldco Loose Leaf Co....... 64 
Fisher Manufacturing Co.... 91 
Fulton Specialty Co. ....... 99 

G 
General Fireproofing Co. .... 6 
General Pencil Co. .... . 30 
Globe-Wernicke Co., The. 57 
Graff Co., George B ah aw alaee 7 
Guan Furniture Co. ....... 15 

H 
eee 89 
Harding Co.. Mile ......-.- 81 


Harriman-Welts Products Co. 99 
Heyer Corporation, The .... 27 


Higgins Ink Co., Inc. .... 74 

Hunt Pen Co., C. Howard. 85 

Hyman & Ph Se a scccenas 86 
I 

Imperial Methods Co. ...... 


International Bronze Tablet 


Inv inetble Metal Furniture Co. 21 
beeen ae 


d 

Jasper Desk Co. ......-....- 10 
K 

Koh-I-Noor Pencil Co., Ine... 97 


AND EQUIPMENT 


L 
ee ere ee 103 
Lewis Gales Co. .....00208 76 
Listo Pencil Corp.......... 84 

M 
Magnus Chemical Co. ...... 71 
Majestic Looseleaf Co. .... 105 
Maso Steel Products ....... 61 
mee Ga, Be BA. wcvvccecscs 90 
Meier, Inc., Joshua Cee-wn es 67 
Melind Co.. Ine., Louis... .. 75 
Merriam Co., G. & C........ 94 
Mittag & Volger, Inc. ...... 22 
Moore Push-Pin Co. ....... 105 
Morecorder Mfg. Co. ....... 106 
Morilla Co., The .......... 104 

N 
Nascon Sales Corp. .......-. 13 
National Blank Book Co. ... 72 
National Pencil Co. ........ 87 
NevaClog Corp. ....... 2nd Cover 


New England Paper Punch Co. 80 
New England Duplicator Co.. 36 


Niagara Duplicator Co..,... 29 
0 
OCaleville GO, oc cccsesecaes 28 
Old Town Ribbon a Carben 
Tig TB cas cnseccce ° 12 
P 
i, 69 
Phillips Process Co. ....... 81 
Plymouth Rubber Co., Inc... 87 
Q 
Quality Park Envelope Co... 4 
R 
Red Feather Products, Ltd. 5 
Regalia Mfg. Co. ......... 100 
Remington Rand, Inc. ..... 32 
Rite-Rite Mfg. Co. ........ 104 
Roberts Rubber Co., Weldon. 80 
Rockwell-Barnes Co. ...... 84 
Rosenthal Co., The ........ 99 
eee ee 82 
8 
Schlegel Mfg. Co., The..... 102 
Schollhorn Co., William .... 101 
Scripto Mfg. Co. ...... 20 


Security Steel Equipment Co. 58 
Sengbusch Self-Closing Ink- 


 , err 82 
Sheaffer Pen Co., W. A. .. 55 
Sheppard Co., Cc vets 
Speed Products Co. ..... Pv: 59 
Staedtier, Inc., J. S. ....... 28 
Stationer’s Loose Leaf Co.. 89 
Stewart & Co., Inc., R. A... 88 
Sturgis Posture Chair Co.. 100 
Sun Rubber Co., The....... 26 

U 
Underwood Corp. ...... 4th cover 
U.S. Bronze Sign Co. ...... 10 


U.S. Vietor Fountain Pen Co.. 88 
Universal Office Equipment Co. 104 


v 


Victor Adding Machine Co... 79 
Vogel-Peterson Co., Inc. .... 101 


w 
withe wend Supplies, Inc., 


Waters & Waters Branch... 85 
Watts Co., Inc.,  —— Allen. 93 


Webster €o., We Be suevesece 65 

Wilson Memindex Co.” eece:ares 106 

WHE, BM esecccevevcees 103 
z 


Yawman & Erbe Mfg. Co., Inc. 9 


Zz 
Zephyr American Corp. .... 31 


October, 1945 


a INDEX TO ADVERTISERS 
— _— 
PROP sig = lag 

Z Nt, aio . 

4 
F "Bi ) —~G, 

| — 3 = _ 

~ 

. Po a 
ee po T 
iB worscoroR | nn , 
g OTHE | G 
BREST ye ) —<$—" ; 
ee “a —6Umlc(<éi<i—éia Sl I . 


. 2 A.» 4 dee 


arena 


QUALITY that 


saves money and speeds office work 
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Bates Stapler 


Makes its own staples, 
5,000 in one loading, 
Can't jam or clog. Rugged, 


_ world for more than ha i 
_@ Century. 


File Fasteners MunKee Pads 


Reversable, renewable 
filler. Clear, clean, impres- 
sions, Long-lived. 


‘Loy flat, bind tight. 


Bates Perforater 


Easiest action, largest 
waste container. Compact, 
Economical, Long-lived 


ous automatic operation, 


Bates 
List Finders 
‘Simplest listing device 
‘ever made. Ideal for hom 
office use. 


Telephone Index | 


Spin the knob and follo 
the red line. Finds 7 : 
names or numbers, preste 


The time isn't too far off when the better stationers and stamp dealers will be getting 
more normal supplies of these Bates Office Helps. You will find the traditional Bates 


Quality, plus that extra value learned through the production of ultra-precision materials 


Bates 


of war. It always pays to insist on the best. 


quality products 


The Bates Mfg. Co., Orange N.J. * N.Y. Office, 30 Vesey St. 
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Pretty soft when you're typing You work under pressure 
With smooth “Easy-Touch”... With speed and with ease. 


An Underwood feature Your letters look better; Dear Boss: 


There’s a picture of you in every 
That helps you so much. They’re letters that please. letter she writes. 

Is that picture clean-cut and appeal- 
ing? Are the type impressions sharp 
... or are they blurred, some light; 
others dark? 

. ‘ ee s y 

A thrill for your fingers; You feel “like a million”, ao neghgae — ~ Cee 

‘ crowding of characters? Are the capi- 

The keyboard is grand. And throughout each day, tal and small letters exactly on the 
. y writing line . . . or are some above 

Such effortless typing... You're glad you’ve discovered and others below? 

If your letters do not please you... 

No strain on your hand. The Underwood Way! don’t blame your secretary. It's prob- 

ably her machine. She can make them 
look good . . . with an Underwood! 


—— 


Underwood Corporation, One Park Ave., New York 16, N.Y. 
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